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Black Diamond Guide

Introduction

¢ N

As a nod to New Hampshire’s rich
alpine ski history, we have used
the Black Diamond and Blue
Square to highlight where
administrators, managers and
employees need to take action.

What is it?
The NH FIRST Black Diamond Guide is designed to provide administrators at state agencies with information on the business

processes to be implemented via the NH FIRST project.

How do we use it?
The Black Diamond Guide uses simplified process maps to illustrate the step by step sequence of actions need to accomplish each

business process.
‘ *The Black Diamond symbol is used to highlight where a manager or administrator needs to Approve or Reject items in
process.

*The Blue Square is used to highlight where an employee, manager, or administrator needs to Input data to initiate or
complete items in process.

Who should use it?

This guide is written specifically to highlight where agency employees, managers, HR administrators, and payroll administrators will
need to use NH FIRST directly to execute certain business processes. The worksheets contained in this guide are designed to help
agency implementation leaders consider any changes presented by the NH FIRST process and plan for internal adoption of the new
process. The worksheets also include a list of all the Black Diamonds and Blue Squares in a given process to help agency
implementation leaders identify who from their respective agency will need to be prepared to use NH FIRST.

Rev. 9/28/2012 DRAFT — Subject to Change



System Glossary
NH FIRST Phase 2

—  The State of new Hampshire’s name for the implementation project and the Lawson ERP
system including Personnel, Human Resources, Recruiting, Benefits, Time & Leave
Administration, and Payroll to replace New Hampshire’s Government Human Resources
System (GHRS) which has been in service for over twenty years.

Employee Space, Manager Space, Recruiter Space, Generalist
Space, Administrator Space

— Space refers to places in the NH FIRST system personnel and payroll actions and look ups can
be done by individual users based on access granted by defined security roles.

Employee Self Service

— Inquire on pay, change W-4 elections, view current benefits enrollment, open enrollment.

Candidate Space

—  Online recruitment tool used by agency managers, HR administrators, and the Division of
Personnel to post position opportunities and used by internal and external candidates to
submit applications for employment.

Disposition

— Action taken to end the application process when a candidate is deemed not to meet
qualification or is otherwise not selected for the job posting

In Basket

— The screen in NH FIRST where item requiring attention are displayed in a queue from which an
authorized user can open individual transactions. The In Basket is located on the home screen
of NH FIRST.

Forms

— NH FIRST screens used to input certain HR and payroll transactions are keyed in. Ex: HR11,
PR14.

Email Alert

—  NH FIRST generated emails to individual or group email boxes based on specific conditions
such as a new transaction submitted for approval, a rejected transaction or a change in status.
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GHRS to Lawson Terminology

GHRS
State
Division
Class Code
Supplemental Job
Description
Pay Period
Labor Grade
Wage Schedule/Pay Policy
Agency

Occupational Code

Pay Event

Employee
Leave Event CLEV/PLEV

NH FIRST (LTM)
Data Element

Organization
Organization Unit
Job/Short Description
Position Short Description
Payment Schedule
Grade
Schedule
Organization Unit

Occupational Grouping

n/a

Resource
n/a

NH FIRST (S3)

Data Element
Company
Department
Job Code
Position Code
Payment Plan
Grade
Schedule

Process Level

Pay Code

Employee
Pay Code

DESCRIPTION
The highest organizational level in Lawson S3 and GHR
An organizational sub-unit associated with a Process
Level in S3.
Example: 5029-31 (GHRS) 502931 (NHFirst)

(Position #) Example: 40200

Sets up the payroll begin/end dates, non exempt rules

Example: AOOO (37.5 Hour) A130 (40 Hour)

State Agency/Branch 4-Digit Numeric 1400(DAS)

Code used to input payroll items. NH FIRST Time
management represents most.
Example 100 = Regular Pay

Code used in payroll processing to decrement/use leave
plan balances. Time Management represents most.
Lawson does not use pay codes to award accruals. The
balances are update by leave plan settings.



Final Position Number Design

POSITION Type

CURRENT GHRS Position Number

NH FIRST Position Number

Classified — Permanent — Full Time

10192 -5 digit numeric

10192 -5 digit numeric (no change)

Unclassified — Full Time

9U002 - 5 digit “9U” prefix, 3 numbers

9U002 - 5 digit “9U” prefix, 3 numbers (no change)

Classified — Class 59 — Temporary — Full
Time

9T123 -5 digit “9T” prefix, 3 numbers
**GHRS Number will be stored in the NH
FIRST user Field PAO2 with the Agency Prefix

9T123... up to 12 digits “9T” prefix

Classified — Class 50 — Temporary —
Partial FY/(Part-Time)

8T123 -5 digit “8T” prefix, 3 numbers
**GHRS Number will be stored in the NH
FIRST user Field PAO2 with the Agency Prefix

8T123... up to 12 digits “8T” prefix

Part-Time (Temporary & Classified) Class
50

Full-Time (Temporary & Classified)

9TEMP
(presently “shared” position number)

TMPPT1000... up to 12 digits “TMPPT” prefix
All PT positions will have a unique Position Number

TMPFT1000... up to 12 digits “TMPFT” prefix

Full Time Less Than 6 Months — Not Benefits
Eligible

All FT positions will have a unique Position Number

(presently “shared” position number)

Seasonal — Full Time 9SEAS SNL1000... up to 12 digits “SNL” prefix
(presently “shared” position number)
Judicial Branch — Non-Classified 9CORT NONCCT1000... up to 12 digits “NONCCT” prefix

(potentially a shared single number)

Executive Branch — Non-Classified

Legislative Branch Staff — Non-Classified

Legislative Branch House Members —
Non-Classified

Legislative Branch Senate Members —
Non-Classified

9NONC
(presently “shared” position number)

NONCEX1000... up to 12 digits “NONCEX” prefix

NONCLG1000... up to 12 digits “NONCLG"” prefix

NONCLGH100... up to 12 digits “NONCLGH” prefix

NONCLGS100... up to 12 digits “NONCLGS” prefix

SAGs (Statutory Authorized Group)

9NONC or no positions

NONC9999

Rev. 9/28/2012
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Example Diagram

Bl .
ue Squares Black Diamonds represent

highlight steps . Email Alert The vertical red dotted lines represent
. . steps that require approval . .
requiring data input . transition between the functional areas of
. in NH FIRST o
in NH FIRST responsibility.
White steps . n .
describe = Green step, = NH FIRST
manual G ¢ i = action = automated
processes reen step, action w3 required via w—P|  system step
required via H H i
completed H NH FIRST H not requiring
. NH FIRST Screens = = .
outside Online Decision N Screens N input by a user.
of NH FIRST Offline - : :
. Description = .
Decision H H
Description Agency . BOA : NH FIRST

Labels in the gray areas above or below the process map indicate the functional area where the process steps occur.

Some questions pertaining to the specific function and/or specific business process will appear at the top of each worksheet.
The worksheets are design for agencies to generate your own questions in preparing for the changes.

In this example A represents the person at
the agency who initiates the business
process in NH FIRST

In this example B represents the person at
the agency who approves or rejects the
transaction in NH FIRST

In this example C represents a user at DAS
bureau of Accounts who receives the
approved transaction from the agency and
must take action

Rev. 9/28/2012 DRAFT — Subject to Change 7



Recruitment Process page 1

= i ﬂAgency HR :
: C1 selects GoTo :
. . Agency HR candidate for .
o o i interview g
E E cr'eates pqstlng Candidate d/ E
Manager : : in Recruiter . anel/ar .
g & H applies for ; =
submits : = | Space and posts b in testing based g DOP
tf . Dop = | internally. Job J Y on job = Recruiter
request for :| analyzes |: isition i Employee requirements : Admi
replacement ~ * requist |o'n 5 — Space. : n
/New job P| request, e posted in S :  approval
requisition in 2| consults |21 Employee Space oTp f- ° Agency HR Agency HR | :
Manager Agency :| RIFlist |il for SONH for5 appication, N Reviews submits | £
Space HR 0 . days of time aun:swtii)l:s application Internal request to =
approval : : | based on Agency 9 and posting DOPtopost | :
. . position. dispositions reaches position H
. . candidate (s) end date externally E
Agency pop : Agency ﬂ bop
DOP finds candidate Minimum Agency HR
through register. = *Qualifications sends
Selects candidate If position | = P met? applicants for
for interview and/or NOT filled ﬂ testing if
testing based on job o 0 required or
; : ! thrc.>ugh = Candidate = o
DOP requirements register . aoolies for . schedules
analyzes = DOP posts | pj[;b i - IEERETS
register extetr;ally . Candidate :
> Candidate E = Space .
e : completes Agency HR
. application, = N Reviews
answers > application
5 questions H and
o o dispositions
: : candidate
s |
DoP Candidate Agency

Key' Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
) in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST




Recruitment Process page 2

If testing is : :
needed. Request H . H
| et | O |
Recruiter Space d . P A receives
o saEeE @ Recruiter Space notification
exam E ﬂ in
H 5 Candidate
& 0 Space.
: . N Physically
If Structured arrives at
Interview = H : DOP to take
Hiring . =
needed. M o C exam or
Request sent in SC::;&ZZ have a
Recruiter Space . . structured
to Hiring Interviews g 2 Interview
c5 Manager.
Agency : DOP : Candidate

Agency HR

3| contacts See New

candidate . - Hire

bop Y with results : 0 Process
enters in Recruiter
results in space = m 0
Recruiter
Space g H
N ]
= ispositions E
Agency HR F;ther
Pl dispositions = > candidates g
Did candidate after
candidate selection is
pass? o made H
DOP/Agency : Agency :
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equest for replacement

Manager

My Staff

Take Notes

Find Talent

&

Manage Goals Review Performance

Find Talent

Candidates And Requisitions
% Create Requisition

Create Requisition From Copy
% Request A New Job

Request A New Position

L

Position Descriptions

Job Requisition #37 - Manager Employee Relations

Actions ¥  Options ¥  Related ~ D ®

Jed |04/23/2012 [E] OpenDate -

Total Days Open -

Request Approval
— Requisition (] Priority Requisition
Details |  NotessO |  Atachments:0 |  Expenses: 0.0
Position Information
Next Record “Position Code

Organization Unit
Cost Center

Project

Location

Relationship To Organization
Work Type

Work Schedule

Standard Hours

Union

Exempt From Overtime

Rev. 9/28/2012

4 »

Manager Emplayee Relations

163 + 1410--01400--Executive-10
"
M
1412 » Category ¥
a » Sub Category ¥
»
Shift

Not Applicable

X Job Requisition
Actions ¥  Options ¥ -
Status - Date Needed Esl Open Date -

[ confidential Requisition  [7] Priority Requisition
| | |
Requisition Position Information

*Position Code

Organization Unit
Cost Center

Project

Location
Relationship To Organization
Work Type

Work Schedule

Standard Hours

Union

Exempt From Overtime

Compensation
Pay Rate
Step And Grade Schedule

Total Days Open -

Not Applicable

DRAFT — Subject to Change

Category
Sub Category

Shift

Grade

/New job requisition in Manager Space
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Requisition Dashboard 0

Requisition Dashboard

Actions * Options * Related * [ P2 ®

Keyword j

Job 1D |

Stabus
Recruiter ¥

Hitirg ... b

#38 - Manager Employee Relations
#37 - Manager Employee Relations
£35 - Director-Div of Personnel

£34 - BPH Test

Rev. 9/28/2012

v

Search
Clear

i

Mame w T P

DRAFT — Subject to Change

Hifimg Mansger Review: 0

Quality: 0 DiposRion: 0

Candidates For Manager Employee Relations

A & Select. Type Source Education

Mo ata dvaslatle
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Detailed Job

Job Requisition #41 - Business Systems Analyst I =0-%

Actions ¥ Options ~

Request Update To Job Requisition

Post All
Hold
Cancel

Close

Previous Record
MNext Record

View Audit Log
Wiew Full Audit Log

Related + [3 a B ¢ 0]

2 B8l ©OpenDate 04/23/2012 Total Days Open -
riority Requisition

tes:0 | Attachments: 0 | Expenses: 0.00

~ Options v Related * [0 B ® ©O  Job Board Posting

Job Posting Posting Posting
Board Begin D.. End Date Status

systems Analyst [ External 04/23/2.. Mot pos..

L1

Systems Analyst [ Internal  04/23/2... Mot pos..

Post Internal

DRAFT — Subject to Change
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Rev. 9/28/2012

DOP Approve/Reject/Return

Options =

Requested By
Requester Work Phone

Requester Email

Effective Date
Reason

Employment ID

Name
Title (Mr Mrs Ms, etc )
First Mame
Middle MName
Last Mame

Suffix

Arnfarcinmal Pcimnetian

Recruiter Role

tania.lacroix@nh.gov

04/26/2012 =

H-UMNCL
9050
testl
candidate
Approve

Send Email

Mew Hire Unclassified

Return Save As Draft

Cancel

DRAFT — Subject to Change
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Job Opportunities

Job Opportunities -0Ox
Options = C @
Search My Job Cart My Applications
Actions ¥  Options ~ ¥ Available Jobs Actions ¥  Options ~ ¥ Recent Jobs
Keyward Job ID Date % Title 4 Loca.. =
Location ¥ Category ]
04/22/2... Business Systems Analyst [ US:NH:C...
‘Woaork Type 3
04/23/2... Manager Employee Relations
Po.. & Tile “ Location s .= 04/23/2... Registerted Nurse T
04/22... Business Systems Analy... US:NH:Concord cretmooTm o T o
04/23... Manager Employee Rel... Fisc... ¥ Hotlobs

04/23... Registerted Nurse I US:MNH:Concord

04/26... Registerted Nurse Il US:NH:Concord

Actions ¥ Options ™

Date + Title

MNo Data Available

.
USINH:C.. 3 ﬁ

- loca.. ¥

Application For Registerted MNurse I

e

Preview

Review And Submit

Rev. 9/28/2012

Profile Resume

To review and/or print your completed application, click here: Review Application

Click Submit Application to submit this application:

N

Actions ¥  Options *  Related =

g B

| Apply Now | | Save To Job Cart |

Registerted Nurse II(Job Id 43)

Location US:NH:Concord Employment Type Classified FT w_BEN

Category - Close Date
Post Date 04/23/2012
Description

Apply Now | | Save To Job Cart

DRAFT — Subject to Change



Candidate Search & Registration

LAWS@N carcer Space | LAWS@N Career Space

Openings Search

Registration - Registration Process

Available Jobs Recent Jobs Registration Process
Search

epword . ;
[ o

Location Category 04/22/2012 Busingss Systems analystl  US:NHiConcord
ek Tvpe ©04/17/2012 INFORMATION TECHWOLOGY  US:NH:Concord Registration
WG I ~ Welcome to the Candidate Registration section. This text is configurable.
7 * = Email Addrass(User Nama) | Don't have an email address? Create one here,
— * password
04/22/2012 Business Systems Analyst 1 Us:14:Concord * Confirm Password
o4/17/2012 INFORMATION TECHNOLOGY MGR III usheConcord

Contact Information

welcome to the Candidate Contact Information section. This text is configurable.

R Page size: | 102] * First Name

Hot Jobs * Last Name
Preferred Contact Mathod [=] Preferred Contact Time
. Country B

Address Line 1

LAWS«N Career Space Addrass Line 2

ﬁ Home Search For Jobs My Profile My Job Cart My Applicatio Change My Pa: I

Openings Search

~Coltapse All Viow o8 pat
| Send Yo A Friend Jif Save To b Caxt |
Available Jobs © Electrician Supervisor II(Job Id 11)

Keyword Job 1D
Location s| category v ©Dascription y .
Thank you for applying at the State Of New Hampshire
Work Type , Job descrpton:
To suporwize and perform sklled electrician werk involving the installatin, canstruction, mantenznce and repae of the Department of Transpartation's Mechanical Services
facikties phiz statew ct facikver
Responsbiies.
Responsbia for the dssign, installaion, Upgradss, troublkshooting and rapai of elsctical squpment nd systems o mast national skactrical Code standards. Assists the
par With slectnical ingtatation and repar
functions of Carpentar Foraman whan r
+ Maintains fecords on slectrcal equipmant and itz mantenance and fepar.
+ advaes and coordnates with admirstrators snd superwsers to establsh electrcal requrements for ighting, machnery and power datrbution.
Post Date Category = I *  Selects and purchases electrical components for bulding and machinery wirng.
+ Communicates with mamfactusers” tchnical and sales representatives regarding Upgrades and troubleshooting electrical equipment
04/22/2012 Business Systems Analyst I US:NH:Concord
Job Application For Electrician Supervisor IT - Summar
04/17/2012 INFORMATION TECHNOLOGY MGR III US:NH: Concord PP P Y
Summary
Preview

Welcome to the Job Application Preview section. This text is configurable.
Please review your application and when ready click the "Submit” Button to submit your application. For assistance, please call 603-271-3262.

Note: Special testing arrangments for person with disabilities will be made upon request by contacting the Division of Personnel's Examinations Section.

v

© Process Application

Submit App

To complete the application process you must click the Submit Application button,
Note: Clicking Done button below will not submit your application

© Contact Info
Update Contact Info

Primary Email: new@gmail.com

© Preferences
Update Preferences

Rev. 09/28/2012 DRAFT — Subject to Change 15



viewing Candidates

| Correspondence:1 | Interviews:0 | Screenings:3 | Motes:0 | Attachments:0 | Positions Applied To: 3

Stephanie Colcord(1) Registerted Nurse II - Ox Stephanie Colcord(1) Registerted Nurse II
Actions *  Options ¥  Related + ® (& ® Actions ¥  Options *  Related ~ ®
Alex Stone pe—— Stone
bethany.holland@nh.gov Sourece Job Fair Attach Candidate To Another Requisition
id@&nh.gov

Send Online Interview To Candidate

Send To Hiring Manager

Source Job Fair

C2

Send Request For References To Candidate | Interviews:0 | Screenings:3 | Motes:0 | Attachments:0 | Positions Applied To: 3

At A Glance - . Mave To Qualifying
¥ Screenings
Talent Profile ﬁ Assign Screening Packages
: Open
Package Screening = e Disposition Candidate e [Job Fair
Type Status,
On Board e
Accountant I Assessment € Update
Move To Offer
Accountant T Assessment € Send Screening Package £
Mave To Hire
Interviews Consultant I Assessment Ll
Delete Recard
Screenings View Audit Lag B Status
View Full Audit Log Date Entered Date Left Days
= Options N T Screen 04/23/2012
¥
Related >
View Audit Log
Stephanie Colcord(1) Registerted Nurse Il e

Actions ¥  Options ¥ Related *

Stephanie Colcord

(External)

Alex Stone Source Job Fair

| Correspondence:2 | Interviews:0 | Screenings:3 | Motes:0 | Attachments:0 | Positions Applied To: 3

At A Glance Py
. D Create Email %Track Correspondence E—) Send hA Correspondence <
Talent Profile
q . Email
Type Subject Email Template Date
s ) P Status
Email Here is a job you might be interested in. Sent  04/23/
Correspondence Email Candidate for your review HIRING MANAGER ~ Sent  04/24/2..

Rev. 9/28/2012

DRAFT — Subject to Change

Rank

JobID 43
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Disposition Candidate

Requisition Dashboard =X . . .
, Disposition Candidate
COptions ~ C ®
Requisitions ¥ Qualify:0 | Offerl  OnBoard:0  Hire0  Disposition: 0 ¥

Options * Related * [ T @

Keyword ¥ Candidates For Registerted Nurse II
Job D
° Open A - salary Offer Offer
Status i Expe.. Date Status
Recruiter v Update ternal Job Far 2630 04/2.. Rescinded *Candidate Disposition Reason [ | ’]
Hiring ... v Create Hire Paperwark %
#43 - Registerted Nurse I QU "iach Cancidate Io Anothes Requiition @ Send Automated Email
Location: 1412 Move To Screening

Hiring Manager Role

Send Online Interview To Candidate
. Send To Hiring Manager

#42 - Business Systems Analyst 1 Ll
Location: 1412 Send Request For References To Candidate

Manager: Hiring Manager Role
Status: Draft Move To Qualifying

o

. Assign Saeening Packages
#41 - Business Systems Analyst 1
L ;

ion: 1412 Disposition Candidate
M

er: Hiring Manager Role
©On Board DK Eﬂn[fi

Define Offer

Move To Hire

Rev. 9/28/2012 DRAFT — Subject to Change



Qualifying Candidate

Stephanie Colcord(1) Registerted Murse II
Actions ¥ Options ¥  Related ¥ (o
_9 Move To Qualifying Alex Stone
(External)

Rev. 09/28/2012

Disposition Candidate )
bethany.holland@nh.gov Source Job Fair

Correspondence: 2 | Interviews:0 | Screenings: 3 | Motes:0 | Attachments:0 | Positions Applied To: 3

Al A Glance Details

Talent Profile Source | Job Fair Rank lobID 43

Specific Source
Referring Source

Correspondence

Application Status

Interviews

Date Entered Date Left Days
LERETEE Sereen 04/24/2012  04/24/2012
Offer Hiring Manager Review 04/24/2012

<4

DRAFT — Subject to Change
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Rev. 9/28/2012

Schedule Interview

Stephanie Colcord(1) Registerted Nurse II
Actions ¥ Options *  Related =
Alex Stone

(External)
bethany.holland@nh.gowv

Send To Hiring Manager

9 Schedule Interview

Disposition Candidate

Details
Talent Profile

Preferences Specific Source
Referring Source

Correspondence

Application Status

LC4

Source  Job Fair

Interviews

Screenings Screen

Offer Hiring Manager Review
Qualify

Source Job Fair

orrespondence: 3 | Interviews: 0 | Screenings: 3 | Motes:o | Attachments:0 | Positions Applied To: 3

Rank Job ID 43

Date Entered Date Left Days
04/24/2012 04/24/2012
04/24/2012 04/24/2012
04/24/2012

DRAFT — Subject to Change
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$end to Hiring Manager

Stephanie Colcord(1l) Registerted Murse II

Actions ¥ Options ¥  Related = ® ¢

Create Hire Paperwork * Colcord

Attach Candidate To Another Requisition .
- id@nh.gov Source Job Fair
Send Online Interview To Candidate

; 5end To Hiring Manager

Send Request For References To Candidate | Interviews:0 | Screenings:3 | Motes:0 | Attachments:0 | Positions Applied To: 3
Move To Qualifying

Assign Screening Packages

Disposition Candidate e | lob Fair Rank JobID 43

On Board e
Maove To Offer
Maove To Hire

Delete Record Status

Date Entered Date Left Days
Screen  04/23/2012

View Audit Log

Rev. 9/28/2012 DRAFT — Subject to Change
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Email Candidate K

Send Email
Send Email

Choose Email Template

Choose An Email Template

Send Email

Send Email

Email Template

To
From
cc

To send the email now click Send and then dlick Exit.
To send the email later from Candidate Correspondence dick Exit.

INTERVIEW

bethany.holland@nh.gov
tania.lacroix@nh.gov

catherine.milarion@nh.gov

BCC -

Subject

Body

Please come in for a structured interview

Stephanie Calcord, please come in to our office on: April 23, 2012 for an interview.

Thanks

F AlexStone

Attachment -

& Send Email
Send Email
Edit Email Text
*Email Template | INTERVIEW »
To | bethany.halland@nh.gov
From | tania.lacroix@nh.gov
CC | catherine.milarion@nh.gov
BCC
~
[ Subject | pigace come in for a structured interview
Body 0 % 34 %5 T Normal Default font Defaul... | o~ B 1 U
EESSH
Stephanie Colcord, please come in to our office on: April 23. 2012 for an interview.
Alex Stone
Recruiter Role
x
Attachment
Candidate Correspondence Created Previous. || Next. H Finish.

N

Rev. 9/28/2012

DRAFT — Subject to Change
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Update Interview Results

Update Interview -0Ox
Actions * Options * Related * [4 ® I | = @
Type ETRUCHJRED{ Structured Interview -

Interview Date | 04/24/2012 E5)
Interview Time | 09:08:52 AM &
Interviewer 9032 Hiring Manager Role
Location | 1412 AS-Business Office

Address | 25 Capitol 5t

Concord, NH, {PostalCode

Status

_ﬁ Result

Comments

Rev. 9/28/2012 DRAFT — Subject to Change



il Candidate E

Send Email
Send Email

Choose Email Template

Choose An Email Template

Send Email

Send Email

Email Template

-

o
From
cc

Subject

Body

To send the email now click Send and then dlick Exit.
To send the email later from Candidate Correspondence dick Exit.

INTERVIEW

bethany.holland@nh.gov
tania.lacroix@nh.gov

catherine.milarion@nh.gov

BCC -

Please come in for a structured interview

Stephanie Calcord, please come in to our office on: April 23, 2012 for an interview.

Thanks

Alex Stone

Attachment -

& Send Email
Send Email
Edit Email Text
*Email Template | INTERVIEW »
To | bethany.halland@nh.gov
From | tania.lacroix@nh.gov
CC | catherine.milarion@nh.gov
BCC
N Subject | please come i for a structured interview
Body 0 % 34 %5 T Normal Default font Defaul... | o~ B 1 U
8=
Stephanie Colcord, please come in to our office on: April 23. 2012 for an interview.
Thamton
Alex Stone
x
Attachment
Candidate Correspondence Created Previous. | |

Next H Finish

N

Rev. 9/28/2012

DRAFT — Subject to Change
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Worhsheet: Recruitment Process

How do managers initiate a request for recruitment today? How are rejections handled today? What is the process and how is it
How long does the process take? recorded?

Does your agency have multiple roles fulfilling HR input? Is there a How will your program managers need to adjust their processes to
segregation of duties associated to HR and Reclassification input? use online forms?

Do you use paper forms for sign off today and can they be replaced by
workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

W (A) Originator Requestor Agency Manager

@ (B) 15t Level Approval Agency HR

B (C) Create Requisition Agency HR

B (C1) Post Requisition Agency HR

4 (D) 2" Level Approval DOP HR Administrator
B (E) Post Requisition DOP

B (F) Application for Position Candidate

B (G) Examination Process DOP

Rev. 9/28/2012 DRAFT — Subject to Change 24



New Hire Process

Candidate accepts offer and becomes a
New Hire. New Hire arrives on first day.

Agency
HR/input
hire
action in
Recruiter
space

DOP
Approval

1o FOM

to DOIT

1-9 Process will

HR Administrator reviews I-9

continue to be
manual per Federal
regulations

£
N

Agency

for completeness. Approves in
HR Administrator Space .
“Resource” — Employee in NH

! _/ FIRST
).

DOP

@ gmail alert

FDM set up NH

FIRST Security
access i.e. Time
Management

DOIT set up email
address, network
security, phone
service etc.

Email alert sent
to supervisor.
ESSis now
available for
entry.

** Standard employee security will be automatically

established by FDM.

HR/Payroll roles will require the use of a Security

request form.**

FDM/DOIT

Supervisor
alerts
employee that
Employee Self
Service is
available

o I

Employee
enters ESS
and updates

Agency Manager

1 personal tax
elections,
benefits
elections, etc.

Employee

Requires input

Key. in NH FIRST

Online step in
NH FIRST

Rev. 9/28/2012

Requires online
approval in NH FIRST

Offline manual approval
process outside of NH FIRST

DRAFT — Subject to Change

Offline manual or hard copy
process outside of NH FIRST
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Agency HR/input hire action in Recruiter $pace

Requisition Dashboard -Ox #Request To Hire test] candidate For #47 - Manager Employee Relations-change desc X
options * G @ Options ¥ Related ¥ (©)
v a
Requ bt Qualify: 0 Offer: 0 On Board: 0 Hire: 1 Disposition: 0 v 5 Currency
v . . Address
Keyward searth ¥ Candidates For Manager Employee Relations-change desc
Country
JobID
foer A.. & Selecti. Type # Source Bl (1
Status . | Ui Of H.. Acce.. Street Address
Recruiter Update 0.00% 04/2..  Hire  Edemnal Job Fair 04/2..
—MH Create Hire Paperwork
Attach Candidate To Another Requisition
#47 - Mal
Location: 1 Mave To Screening City
Send Online Interview To Candidate R
= State / Province
Send To Hiring Manager
- Post Code
Send Request For References To Candidate
County / District
Move To Qualifying
Assign Screening Packages Contact Information
Disposition Candidate Contact Email Address | catherine.milarion @nh.gov
On Board D Preferred Email Contact
Moye To Offer ; (¥ Used As Work Email
Decline Offer
Rescind Offer Subgl Lance)

Rev. 9/28/2012 DRAFT — Subject to Change 26



Rev. 9/28/2012

DOP Approval ©

Request To Hire testl candidate For #47 - Manager Employee Relations-change desc

Options =

Requested By
Requester Work Phone

Requester Email

Effective Date
Reason

Employment ID

Name
Title (Mr Mrs Ms, etc )
First Mame
Middle MName
Last Mame

Suffix

Recruiter Role

tania.lacroix@nh.gov

04/26/2012 =

Send Email

H-UNCL New Hire Unclassified
9050
testl
candidate
Approve Reject ‘ ‘ Return ‘ ‘ Save As Draft ‘ ‘ Cancel

DRAFT — Subject to Change
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Fundamental Resource/Employee Record for in New
Hire Process

Resource View in Time Management is populated by the HR11 Screen in NH FIRST

iwson Portal - Resource Update - Windows Internet Explorer

@\:\5’ L4 |g, https: [ fprd nbfiest nhugoylawsonporkal

File Edit “iew Favarites Tools Help

V| & || 2| | X% Bing

| x N -

e Favartes | o, [l Summested Sies = @] Free Hotmail 8] wieh Slice Gallery ~

| g\_awson Portal - Resource Update | |

ﬁ B = @ ¥ Page » Safety ~ Tooks - @-

»

LAWS@N Resource Update

Welcome Lynda You are in PROD flegout]

2] 2)

Search

Region st | Move | add Position | _Reset | IS s-v= |

Resource Information ~ [ |
General Information Time Information
Graup DAS-Financial Data Management Time Display | Statewide Standard hours only with Cost Center
Last Mame
First Mame Timerard Start Day of Week Friday
Employee 1D/Code 00001132060 Tirne Entry Method
Status Active Time Exception
Cost Center 30-09420000 11-253: LII-C-ZERP PHITHR.
Manager Pay Code Set Statewide Standard v2 032612
Title FINGNCIAL DATA SPECIALIST IT Position Sat al
Location Time Routing
Counkry s
Currency 1S Dollars Timecard Direct Supervisor Roube - Time:
Effective Start Dake 28-Mov-2011 Absence Request Direct Supervisor Rouke - Leave =
Effective End Date
Salary Class Calendar Information
Excampt Holidary Set Statewide
1099
ETE Total Lo Pay Perind Set Statewide
Union Code
Average YWorking Hours
Personal Information Hours per Day 0.00
Addrass Days per Year 0.00
Hours Per Week Day
sunday Monday Tuesday Wednesday Thursday Friday Saturday
City 0.00 0.00 0.00 0.00 0.00 0,00 0.00 =
Counky
StatefProvince
Postal Code
Email
Phone
Pager ~
< i | E -
1-10of1 /' Trusted sites $a v Hlwow -

‘s start

Rev. 9/28/2012
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Employee Self Service New Hire Setup

Rev. 9/28/2012

Inbasket ProcessFlow Integrates
User Lewvel Wark
Alexander Stone
Time Managenment

Tinme Enktry

Tinme

Employee Self-Service

Benefits
Personal Information
Life Events

Mew Hire
Benefits 2
Payiment Setup 2
FPersonal Data 2
Training =

wark Information 2-

LAVWS® N® Competencies

Clualifications

To add a qualification. click on the "Add’ buttan.

DRAFT — Subject to Change
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Workhsheet: New Hire Process

The I-9 Process will remain the same as today. The process of W-4tax | Some Agencies will use the "On Boarding” process available in the
election, and benefits enrollment will now be online and will not occur Talent Management system. Does your agency currently allow set up
until the employee is set up in the SONH systems network. How will of email address, network security, physical space prior to a new hire
you prepare your managers to make sure they alert new hires that they | arriving?

have access to Employee Self Service?

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and Manager input?

How do you handle new hire “no shows”? Depending on your on
boarding process they may require deletion from Time Management

access.

M (A) Originator Requestor Agency HR
4 (B) Online Approver DOP

B (C) Technical/Physical set up FDM/DOIT
M (D) Employee Self Service Entry | Employee

Rev. 9/28/2012 DRAFT — Subject to Change 30



Reclassify a Position

Employee
submits
request to
Manager/
HR or DOP
to reclassify
afilled or
vacant
position.
Manager
submits to
HR

n HR Admin

**Agency includes in attachment cover letter,
existing/ proposed Position Description,
existing and proposed Org Chart, If filled
position requires a “Position Classification
Questionnaire” . **

submits E E
requestin | Classification | =
generalist . analyzes :
é Space FO 0 request in ]
reclassify . in-basket :
a filled : :
/vacant . -

position. H : 8

: Approval
Agency * DOP/Classifications =  G&C

**IF G&C is required, DOP prepares paperwork for G&C. **

Update request,
and save as
draft

DOP/Classifications
prints paperwork
out and delivers to
budget office

DOP/Classifications

Ready for
recruitment
process if
vacant

—

*Agency will need to
initiate change pay
step for employee.*

Key: Bequwes input
in NH FIRST

Rev. 9/28/2012

Online step in
NH FIRST

Requires online
approval in NH FIRST

Offline manual approval
process outside of NH FIRST

DRAFT — Subject to Change

Offline manual or hard copy
process outside of NH FIRST
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Reclassify a Position

*Change Position Elements

Options = Related =

| ¥

Effective Date || =

Reason | RECLASS-F b

Comment | peglassify a full-time filled position.

short Description | 10158

Description ’GROUNDS SUPERVISOR

W Active

Position Description Date ’ E]]

lob | 523 H Description ’Graunds Supervisor ]

HR Organization Unit Description lBur Plant/Prop Management ] -

Rev. 9/28/2012 DRAFT — Subject to Change 32




Reclassify a Position 0

*Change Position Elements

Options = Related =

| »

Effective Date [| S]]

Reason | RECLASS-F ,

Comment | peclassify a full-time filled position.

Short Description [ 10158

Description [GROUNDS SUPERNMISOR

W Active
Position Description Date [ S]]
Job | 523 ¥ Description [Grounds Supervisor ]
HR Crganization Unit | 358 k Description [ Bur Plant/Prop Management

o |

Rev. 9/28/2012 DRAFT — Subject to Change 33



Worksheet: Reclassify a Position

How do managers initiate a request for a reclassification today? How How, and by whom is the cover letter, existing/ proposed Position

long does the process take? Who performs this task today? Description, existing and proposed Org Chart created and sent with
the request done today?

Does your agency have multiple roles fulfilling HR input? Is there a How are rejections handled today? What is the process and how is it

segregation of duties associated to HR and Reclassification input? recorded?

How do you proactively identify potential classification issues? Do you How will your program managers need to adjust their processes to
use paper forms for sign off today and can they be replaced by use online forms?

workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

B (A) Originator Requestor Agency HR/Employee/Manager
B (B) Analyze Request DOP/Classification Analyst

B (C) Update Request DOP/Classification Analyst

@ (D) Final Approval DOP/Classification Manager

Rev. 9/28/2012 DRAFT — Subject to Change 34



Transfer a Position

Budget
approval of PPF
for funding.

Requires input
in NH FIRST

o

Rev. 9/28/2012

Online step in
NH FIRST

Requires online Offline manual approval
approval in NH FIRST process outside of NH FIRST

DRAFT — Subject to Change

Offline manual or hard copy
process outside of NH FIRST
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HR submits request in Generalist Space to transfer a

Position

*Change Position Elements

Options = Related =

Comment

Rev. 9/28/2012

Effective Date

Reason [ Transfer '

Transfer Position

Short Description | 10158

Description | GROUNDS SUPERVISOR

B Active

Position Description Date

Job | 523 | Description [Grounds Supervisor

HR Organization Unit Description [Bur Plant/Prop Management

DRAFT — Subject to Change
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DOP/Classifications analyzes the request online from

In-basket I ©

*Change Position Elements

Options = Related =

Effective Date [| E_?]] -
Reason [ Transfer b
Comment

Transfer Position

Short Description | 10158

Description [GROUNDS SUPERWVISOR

W Active
Position Description Date [ 5]]
Job | 523 ¢ Description [Grounds Supervisor ]
HR Organization Unit | 358 ¥ Description [ Bur Plant/Prop Management ] -

o |
ik dk db dSE O =

Rev. 9/28/2012 DRAFT — Subject to Change 37



Worksheet: Transfer a Position

How do managers initiate a request to transfer a position today? FOR HHS ONLY: How, and by whom, is the manual budget approval
How long does the process take? Who performs this task today? process for HHS done today at your agency?

Does your agency have multiple roles fulfilling HR input? Is there a How, and by whom, is the justification letter created and sent today
segregation of duties associated to HR and position input? with the request? How, and by whom, is the new SJD created and

sent today with the request? How, and by whom, is the old and the
new organization chart created and sent today with the request? Are
they all done manually or electronically?

Do you use paper forms for sign off today and can they be replaced by How are rejections handled today? What is the process and how is it
workflow tomorrow? Do you use one paper form today for multiple recorded?
items or multiple signatures?

How will your program managers need to adjust their processes to
use online forms?

W (A) Originator Requestor Agency HR

B (B) Analyze Request DOP/Classification Analyst
B (C) Update Position DOP/Classification Analyst
Information

@ (D) 15t Level Approval DOP/Classification Manager

Rev. 9/28/2012 DRAFT — Subject to Change 38



Establish a New Position

n_ Agency scans | : o : Budget office*
AR L : : 0 approvals : rints " : reviews and : GoTo
submits Provide : Agency : : paperwork, | i | P3PEWOTC i approves
request in . 3 o : . out of NH 0 o
_ DOP analyzes preliminary H prepares . . attaches to H FIRST . H
Generalist request via approval Use '* paperwork == = original -s attachment It
Spac<.e g E in-basket return action E for G&C and E E request and E nd deliver E E
establisha = via in-basket | : or fiscal . . resubmitsin | £ | 2N¢CEIVers | .
new - c c c a : :| tobudget |3 c
. H R i H X § My Action § i H A
position. E E If Applicable = G&C/Fiscal = Requests” E oftice E E
: : P decision P i : : Budget :
Agency : DOP/Classifications : Agency . G&C : Agency : DOP/Classific : Office :
**Agency ations
includes in
attachment
cover letter
proposed
Position I!
Z;i:{:‘pt;zr; Update request Go to
& and save as recruitment
proposed Org draft Process
Chart**
Authorized staff approves
the Agency request
DOP/Classifications

Offline manual or hard copy
process outside of NH FIRST

Offline manual approval
process outside of NH FIRST

Requires online
approval in NH FIRST

Online step in
NH FIRST

Requires input
in NH FIRST

o

Rev. 9/28/2012 DRAFT — Subject to Change 39



Agency HR submits Request in Generalist Space to
Establish a New Position

Positions . Mass Position Update

bctions 'Dptions"’ Related * O B ® LO

2 el o Organization
Create = Unit
3

> Request Mew Position

Gowvernor 0205
Update o
4 Principal Planner 0240
Change Position Pay
Change Position Elements g e FUEGL = "
Copy Position Qualifications And Working Conditions G Accountant I 0240
Delete 7 Principal Planner 0240
Wiew audit Log _
] ] 8 Senior Planner 00200
Wiew Full audit Log
SENIOR PLAMMER 10023 ' a Senior Planner 0240
SEMIOR PLAMMER 10026 10 Senior Planner 4420
PRIMCIPAL PLAMMER 10027 11 Principal Planner 4420
MAIMTEMAMCE MECHAMNIC T 100322 12 Maintenance hechanic I 01200
ELDGS & GROUMDS UTILITY PERSOM 10041 13 Bldgs & Grounds Utility Person 01200

TRITEMERILAL AL IFTT AN T ENLT. W 1A Timdrmimem | Ayl T f B T Y s
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Review In-Basket and provide preliminary approval.
Use return action via In-Basket.

Request A New Position

Options =

Requested By [

Requester Email [catherine.milarion@nh.gov ] [M

Requester Work Phone [

Effective Date | 07/18/2012 Es!

Reason [EST-FT-TMP '] [ Establish FT temp position

Organization [State of New Hampshire - DAT

Short Description [ ]

Description [technician ]

Position Description Document [

]
| oo 1

Enter Details For This Position

Rev. 9/28/2012 DRAFT — Subject to Change 41



Agency scans approvals paperwork, attaches to original
request and resubmits in “My Action Requests” I

Request A New Position

m

Document Date |
Title |

File |

File Type [

Com ts About This Position Request

Rev. 9/28/2012 DRAFT — Subject to Change 42



Update request and save as draft

Request A New Position

Requested By | PAUL PFENNING | -
|
Requester Email ’catherine.milarinn@nh.gmr ] | Send Email |
Requester Work Phone | ]

Effective Date ’U?,-’lE,-’EUlE Ejj]

Reason ’ EST-FT-TMP *] [Establish FT temp position

Organization lState of New Hampshire - DAT ‘

Short Description ’ ]
Description ’technician ]
Position Description Document ’ ]
Date ’ EJ]

Enter Details For This Poesition

Rev. 9/28/2012 DRAFT — Subject to Change 43



Authorized staff approves the Agency request

4

Request A New Position

Requested By | PAUL PFENNING | -
|
Requester Email ’catherine.milarinn@nh.gmr ] | Send Email | ‘ ‘
Requester Work Phone ’ ]

Effective Date ’U?,-’lE,-’EUlE Ejj]

Reason ’ EST-FT-TMP *] [Establish FT temp position

Organization lState of New Hampshire - DAT ‘

Short Description ’ ]
Description ’technician ]
Position Description Document ’ ]
Date ’ EJ]

Enter Details For This Poesition

Rev. 9/28/2012 DRAFT — Subject to Change 44



Workhksheet: Establish a New Position

How do managers initiate a request for a new position today? How, and by whom is the cover letter, existing/ proposed Position

How long does the process take? Who performs this task today? Description, existing and proposed Org Chart created and sent with
the request done today?

Does your agency have multiple roles fulfilling HR input? Is there a How are rejections handled today? What is the process and how is it

segregation of duties associated to HR and position input? recorded?

Do you use paper forms for sign off today and can they be replaced by How will your program managers need to adjust their processes to
workflow tomorrow? Do you use 1 paper form today for multiple items use online forms?
or multiple signatures?

B (A) Originator Requestor Agency HR

B (B) Analyze Request DOP/Classifications
W (C) Provide Preliminary DOP/Classifications
Approval

B (D) Scan G&C paperwork DOP

W (E) Prints paperwork for DOP/Classifications
Budget office

@ (F) 15t Level Approval DOP

Rev. 9/28/2012 DRAFT — Subject to Change 45



Establish a Seasonal Position

DOP/Classification
Analyzes the
request

Key' Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
’ in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST

Rev. 9/28/2012 DRAFT — Subject to Change 46



Agency HR submits request

Moo
Positions " Mass Position Update

bctions 'Dptions"’ Related * O B ® LO

2 el o Organization
Create = Unit
3

Request Mew Position

Gowvernor 0205
Update o
4 Principal Planner 0240
Change Position Pay
Change Position Elements g e FUEGL = "
Copy Position Qualifications And Working Conditions G Accountant I 0240
Delete 7 Principal Planner 0240
Wiew audit Log _
] ] 8 Senior Planner 00200
Wiew Full audit Log
SENIOR PLAMMER 10023 ' a Senior Planner 0240
SEMIOR PLAMMER 10026 10 Senior Planner 4420
PRIMCIPAL PLAMMER 10027 11 Principal Planner 4420
MAIMTEMAMCE MECHAMNIC T 100322 12 Maintenance hechanic I 01200
ELDGS & GROUMDS UTILITY PERSOM 10041 13 Bldgs & Grounds Utility Person 01200

TRITEMERILAL AL IFTT AN T ENLT. W 1A Timdrmimem | Ayl T f B T Y s
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DOP/Classifications Analyzes the request, updates system and
saves as draft, authorized staff approves the Agency request

|
Requester Email [catherine.milarion@nh.gnv ] | Send Email |

Requested By [ Freferred Admin ] ‘_‘

Requester Work Phone [ ]

Effective Date [U?,.-’UE:,-’EDIE E_—gjl

Reason [ >l [

QOrganization [State of MH Prototype O H

Short Description [ l

Description [testl ]

Position Description Document [

)
| | cral [

Date [ E]]

Enter Details For This Position

E d db dE dis =

e —
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Workhsheet: Establish a Seasonal Position

How do managers initiate a request for a new 9SEAS position today?
How long does the process take? Who performs this task today?

How, and by whom, is the justification letter created and sent today
with the request? How, and by whom, is the new SJD created and
sent today with the request? How, and by whom, is the old and the
new organization chart created and sent today with the request? Are
they all done manually or electronically?

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and position input?

How are rejections handled today? What is the process and how is it
recorded?

Do you use paper forms for sign off today and can they be replaced by
workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

How will your program managers need to adjust their processes to
use online forms?

B (A) Originator Requestor Agency HR

B (B) Analyze Request DOP/Classification Analyst

B (C) Generate Position Number DOP/Classification Analyst

@ (D) 15t Level Approval DOP

Rev. 10/2/2012
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Temporary Assignment
Promotion/Demotion

= ] ] N4
o ——® | @
Email alert sent Email alert sent
Agency HR : : to DOP HR ! toDOPHR
submits request in 5 Analyzes 5 Admin. Toalert i Admin. To alert
Generalist Space . 3 the request . of approved :  ofapproved
to ;7| online from promotion/  :  promotion/
promote/demote : In-basket ] Demotion. :  Demotion.
a position o Authorized * g
Staff Submits
. Approves = ”Change.Pay .
: the Agency : Rate®in i
request * Generalist HR Admin
: . Space o Approval
Agency : DOP/Classifications : Agency : DOP
**The Agency will attach a
ljustification letter in NH FIRST
along with the proposed SID.**
Key' Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
Ré /ZiO N FIRST NH FIRST WW in glu Bj%sa't to a ngg}cess outside of NH FIRST process outside of NH FIRSTSO




Temporary Promotion/Demotion RequestH

*Change Position Elements

Related + [ o

Effective Date ’ E]]

Reason | TEMP-UP |

Comment

Position | 9880

Short Description | 0828546

Description ’MMNTENANCE MECHAMIC FOREMAM

W Active

Position Description Date ’ E]]

lob m Description ’Maintenance Mechanic Foreman ]
HR Organization Unit Description ’Safet}r ] -

.- e}




Temporary Promotion/Demotion Request
©

< Effective Date

tion Elerments

kR @

C—

’

Efecive Dt ’

| ¥

Reaton | TEMO-UP

P acwve Reason | TEMP-UP

posen | 123 Poseon Desarption | ACCOUNTANT | Comment

Job Descrption | Accoentart |

HR Organizaton Unt | &84 ’ Org Un Dessnption | 1671
ocaten [€285 Locsmon Descrption | GOVE CONM ON DESARLITY Position
Sopenvier | 8140 Drect Super rpbon cum CTOR (1N P
Penvier Durect Supervsor Detcnpty EXECUTIVE DRECTOR (DiSAmLITY Short Description | 0828546
Pay Rate |
Description [MNNTENANCE MECHANIC FOREMAMN
Company
Accountng Unt o e @ Sl
account | Position Description Date

SOedsle | ADO

Job | 714 ¥ Description IMaintenance Mechanic Foreman ]

Pay Grade |16

- HR Organization Unit Description I Safety

_

Document Tithe

e

Summary

Detail
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Agency HR receives approval online from
In-basket. Submits change pay rate in Generalist Space

D

LAWSEN lawtaint = | Bethany Holland
— —
Resource.. DORISA..
DORIS ABAIR's Profile

<, Rehire X Terminate

f

Work Assign... S
— org_]amzahon Manac Request To Change Pay Rate For [
Personal Inf¢ Unit

= % Options ~ Related ~

o
/ Compensation
This request will be routed for approval; after it is approved this record will be updated
Work Prefere...
ferformance { O Create @ Delete EfisciiveDate)
Talent Profile Action Reason [ v ]
Fit Analysis Status  =|Reason
g Position [TOLL ATTENDANTI
Goals
Enter The New Pay Information
LI Pay Rate Type 2
Learning Che... ] A130 [A130 |
Lot [40 HOUR WAGE SCHEDULE
Take Notes 2y Grade 9 BRE | B
ay Step (7 (7 |
d Grade Pay Rate | 15.240000] (UsD ]

Other

Relationship To Organization
Adjusted Start Date | 08/24/2001 =
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HR Administrator approval ¢

[Request To Change Pay Rate For l {Position: ShortDescrip

Options « Relaled -

Thet o gsee! el L foated N a(r e e aMNe B e agev rved Tre red cn ] Wil L upadate d

o (N—
Acvon Resson
Posion | TOLL ATTEMDANT |

Crome ™he New Pay Whawmaton

Pay Rate Type 1

A0 (A1
8 HOUR WASE SOrEDLE

’

MIe0ee UW

Adpeuted Sta Dae

243001 = !
|

10/2/2012 DRAFT — Subject to Change



Worksheet: Temporary Assignment
Promotion/Demotion

How do managers initiate a request for a new temp up/temp down
today? How long does the process take? Who performs this task
today?

How, and by whom, is the justification letter created and sent today
with the request? How, and by whom, is the new SJD created and
sent today with the request? How, and by whom, is the old and the
new organization chart created and sent today with the request? Are
they all done manually or electronically?

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and position input?

How are rejections handled today? What is the process and how is it
recorded?

Do you use paper forms for sign off today and can they be replaced by
workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

How will your program managers need to adjust their processes to
use online forms?

Personnel Rule 901.09: Adjustment Due To Temporary Promotion

W (A) Originator Requestor Agency HR
B (B) Analyze Request DOP
@ (C) 15t Approval DOP
H (D) HR Admin DOP

Rev. 10/2/2012
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Establish Temporary Position PT/FT

Classification
analyzes the request

Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
/ZIOfﬂ FIRST NH FIRST Em)my?l in §Ul5jl3:‘%-t t ang@)cess outside of NH FIRST process outside of NH FIRST56
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Agency HR submits request in Generalist Space to
establish a PT/FT position i

*Request A New Position

Options * Related + [ &

This request will be routed for approval; after it is approved this record will be created

Effective Date [09304;2012 EJ]

Reason [EST-PT-POS P] Establish part-time position

* Proposed Position Mame ’Accident Evaluator ]

Enter Details For This Position

[ Key Position Reason :‘
[T critical Position Reason :‘
lob ’Accident Evaluator ]
Organization Unit | 14 b ’ Labor Dept Of l
Company ’General Fund ]
Accounting Unit ’ P] ’ ]
Account ’ == P] ’ l
Artivite | il I

] -

ExS
EEEE— e —
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Analyzes the request online from In-basket, updates system and
saves as draft, authorized staff approves the Agency request

Options =

Effective Date

This request will be routed for approval; after it is approved this record will be created

Reason

|

* Proposed Position Name l

I

Enter Details For This Position

[ Key Position Reason :‘
[ critical Position Reason :‘

Job

QOrganization Unit

Company

I

Accounting Unit

Account l = ']

Activity

Account Category Description

Direct Manager

Location

DHUDH

Full Time Equivalent

Describe The Position

-

Detail

=

*Change Position Elements

Options » Related + [ W

Effective Date

I!

Reason | TEMP-UP

Comment

Position | 9880

Short Description | 0828546

Description [MAINTENANCE MECHANIC FOREMAN

Active

Position Description Date

Job | 714 ! Description ’Maintenance Mechanic Foreman l

I!

HR Organization Unit | 92 » Description lSafety l

-

10/2/2012
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Establish Temporary PT/FT

How do managers initiate a request for a new 9TEMP position today?
How long does the process take? Who performs this task today?

How, and by whom, is the justification letter created and sent today
with the request? How, and by whom, is the new SJD created and
sent today with the request? How, and by whom, is the old and the
new organization chart created and sent today with the request? Are
they all done manually or electronically?

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and position input?

How are rejections handled today? What is the process and how is it
recorded?

Do you use paper forms for sign off today and can they be replaced by
workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

How will your program managers need to adjust their processes to
use online forms?

B (A) Originator Requestor Agency HR
B (B) Analyze Request DOP/Classification
B (C) Update Information DOP/Classification

@ (D) 1t Level Approval DOP/Classifications Manager

Rev. 10/2/2012
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Abolish or Un-Fund a Position

B ] 5 | : : :
Agency HR Send to the
submits Budget Office Abolished/Un-

. H Support H H H s
request in to . staff verifies . for . . Funded position-
Abolish and/ :> o g > notification g Update the system g FDM has to

Un-Fund a e (s of and save as draft adjust the
position . . Abolish/Un- . . budget figures
With attached vacant. Fund a Authorized (currently).
documentation H H position H staff approves =
the Agency &
request
Agency : DOP/Classifications:  Budget office DOP/Classifications DAS-FDM
ATTACHMENT PROCESS
*Abolish through the legislature-
DOP/Classifications receives a hard copy
list signed off by the Budget Office.
*Abolish through an agency-
DOP/Classifications receives a PPF
*Un-Fund through an agency-
DOP/Classifications receives a PPF
Key: - Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST
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Agency HR submits request in to Abolish or Un-Fund a position
With attached documentation &

*Change Position Elements

Related =

Effective Date [09304;2012 E]]

Reason | ABOL-FTTMP |

Comment | pgsition is abolished. |

short Description | 10098

Description ’ MAILING SUPERVISCRII

W) Active

Position Description Date ’ E]]

lob _ Description ’Mailing Supervisor I ]
HR Crganization Unit Description lBur Plant/Prop Management ] -

ExE




Support staff verifies that the position is vacant.

Positions

Actions * Options kelated i =i jo) Positions

Competencies aAnd Skills 0
o - rgamzatlon

|RE5EARCH ANALYST Position Translation esgarch Analyst L Analyst 2700
Position Audit List

LABOR MARKET AMALYST I

. - = abor Market Analyst I 2700
Active Work Assignments For Position ‘

INTERVIEWER I Chart View wterviewer I 2700

CHAIR UC APPEALS TRIEUMAL Direct Managers thair, UC Appeals Tribunal I 2700

Dotted-Line Managers

IMTERVIEWER I terviewer I 2700

Position Is Managers

ADMIMISTRATOR IV . wdministrator IV 2700
Credentials

CLAIMS AND HEARIMGS CLERI Education ‘laims And Hearings Clerk I 2700

TAX UNIT SUPERVISOR GG LN ‘ax Unit Supervisor 2700

TAX AUDITOR 1 11021 Tax Auditor 2700
TAX AUDITOR I 11024 Tax Auditor I 2700
MAMNAGER 11027 Manager 2700

EMPLOYMENT COUMSELOR 11031 Emplayment Counselor 2700




Update the system and save as draft, authorized staff approves
the Agency request o

Efectve Duee |

Reacn

Posten | 123
Port Descrpien | 10007

ob | ¢

{0

HR Organization Unt | &8¢

Locatien

Oved Superviier | S0480

Pormon Dercrption

Job Descrpton

Nt Descrption

Locason Descrption

Durect Supervsor Detcnpbon

ACCOUNTANT

Accountant |

1671
GOV COMM ON DisamLITY

EXECUTIVE DRECTOR (DiSAmLITY

ition Ele

ments

Related + [ |

Effective Date
Reason

Comment

Position

Short Description

ﬂ!

0828546

Vh. i - Description [ MAINTENANCE MECHANIC FOREMAMN
Company
* Accountng unt [ W) Active
[ Account | Position Description Date
schedile [A208 Job | 714 ¢ Description IMaintenance Mechanic Fareman ]
NEonec HR Organization Unit | 92 b Description I Safety ] -

Document Tithe

Summary

Detail
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Worksheet: Abolish or Un-Fund a Position

How do managers initiate a request to abolish and un-fund a position
today? How long does the process take? Who performs this task
today?

How are rejections handled today? What is the process and how is it
recorded?

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and position input?

How will your program managers need to adjust their processes to
use online forms?

Do you use paper forms for sign off today and can they be replaced by
workflow tomorrow? Do you use 1 paper form today for multiple items
or multiple signatures?

B (A) Originator Requestor Agency HR
W (B) Verify Vacancy DOP/Classification
M (C) Update Fields DOP/Classification

@ (D) 1t Level Approval DOP/Classifications Manager

Rev. 10/2/2012
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Change Confidential Status

E
The Agency will E Classification Classification
. E support
submit a request . ) support staff
d receives the
to the Manager & updates the
. approved L.
of Employee = request from position
Relations , DOP ey g —> Confidential
O Manager of .
to change the o Employee status field
Confidential H Relations via ey Authorized Staff
status of a = approved
g H hard copy or . Approves
position H . effective date
. electronic the Agency request
DOP/Employee Relations :
Manager DOP/Classification
Key' Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
) in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST
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Classification support staff updates the position Confidential
status field (Y/N) with approved effective date

*10011 - Position

Actions + Options = Related = [ ®» 8 B

Effective Date Position 5 Short Description [10011

Description [ASSISTANT PLAMMER -"_:] [ Active

f

Detail Dotted-Line Manager :}

summary If This Position Is A Managerial Position, Complete The Following Fields

= - ™ Create a manager code
Compensation

Success Profile PEEIE 15 REETROEEr [:]

Aclditional Position Information

Responsibilities

Working Conditions Location ’ 0240 b] OFFICE OF ENERGY & PLANNING

Union [CONFIDENTIAL EMPLOYEES H

Waork Schedule [:‘
swee [
Screening Category :‘

Resources

Classifications

Position Lewvel l

Fosition Family ’
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Update the system and save as draft, authorized staff approves
the Agency request o

Efectve Duee |

Reacn

Posten | 123
Port Descrpien | 10007

ob | ¢

{0

HR Organization Unt | &8¢

Locatien

Oved Superviier | S0480

Pormon Dercrption

Job Descrpton

Nt Descrption

Locason Descrption

Durect Supervsor Detcnpbon

ACCOUNTANT

Accountant |

1671
GOV COMM ON DisamLITY

EXECUTIVE DRECTOR (DiSAmLITY

ition Ele

ments

Related + [ |

Effective Date
Reason

Comment

Position

Short Description

ﬂ!

0828546

Vh. i - Description [ MAINTENANCE MECHANIC FOREMAMN
Company
* Accountng unt [ W) Active
[ Account | Position Description Date
schedile [A208 Job | 714 ¢ Description IMaintenance Mechanic Fareman ]
NEonec HR Organization Unit | 92 b Description I Safety ] -

Document Tithe

Summary

Detail
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Worksheet: Change Confidential Status

How do managers initiate a request to change Confidential status How, and by whom, does this request get to DOL to begin the request
today? How long does the process take? Who performs this task to change the HR confidential status?

today?

Does your agency have multiple roles fulfilling HR input? Is there a How are rejections handled today? What is the process and how is it
segregation of duties associated to HR and position input? recorded?

Do you use paper forms for sign off today and can they be replaced by How will your program managers need to adjust their processes to
workflow tomorrow? Do you use 1 paper form today for multiple items use online forms?
or multiple signatures?

How is the approval of this request communicated back to the agency

today?
W (A) Originator Requestor DOP/Classification
4 (B) 1t Level Approval DOP/Classification
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Intra-Agency Position Transfer

**The Agency will attach Agency Manager .

a justification letter in enters transfer H

NH FIRST along with the request in

proposed SID & Manager Space

current/proposed Org Agency HR approves and routes to = DOP
chart.** DOP for review/approval reviews/approves

transfer
Agency 5 DOP

Key' . Requires input Online step in Requires online
) in NH FIRST NH FIRST approval in NH FIRST

The Agency Manager requests through Manager Space to transfer an
employee within the agency. The Agency HR approves/rejects request.
If approved, the request gets routed to DOP for final approval.

Offline manual approval
process outside of NH FIRST

How, and by whom, is the manual approval process done today at
your agency? When do you file the transfer paperwork, is it prior to
the employee leaving your agency or perhaps interagency transfer?
Do you use paper forms for sign-off today, and can they be replaced
by workflow tomorrow? Do you use one paper form today for multiple
items or multiple signatures?

Offline manual or hard copy
process outside of NH FIRST

recorded?

How are rejections handled today? What is the process and how is it

M (A) Originator Requestor

Manager

Does your agency have multiple roles fulfilling HR input? Is there a
segregation of duties associated to HR and Manger input?

@ (B) 15t Level Approval

Agency HR

&1(@)274268EPApproval

DOP DRAFT — Subijkct to Change




Agency Manager enters transfer
request in Manager Space

*Request To Transfer 33 x
Options ~ ®
This request will be routed for approval; after it is approved this record will be updated

Effective Date =)
Action Reason
Enter Work Assignment To Change
“Work Assignment | 1 Supervisor IV
Are You Changing Jo-An's Position?
[#) Click To Enter New Position
Mew Position
Transfer Information
|:| ‘Working Remotely
Organization Unit
Direct Manager

Compensation
Step And Grade Schedule -
Pay Grade

Pay Step
Step And Grade Pay Rate 31.060000

Comment

oK LCancel
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Agency HR approves and routes to DOP for
review/approval 0

*Request To Transfer 33 x
Options ~ ®

This request will be routed for approval; after it is approved this record will be updated

Effective Date =)
Action Reason b
Enter Work Assignment To Change
“Work Assignment | 1 ¥ Supervisor IV
Are You Changing Jo-An's Position?
Click To Enter New Position
Mew Position »
Transfer Information
D ‘Working Remotely
Organization Unit »
Direct Manager »
Compensation

Step And Grade Schedule -

Pay Grade »

Pay Step 3

Step And Grade Pay Rate 31.060000

Comment
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DOP for review/approval

*Request To Transfer 33 x

Options ~ ®

This request will be routed for app I; after it is

PP d this record will be updated

Effective Date =)
Action Reason b
Enter Work Assignment To Change
“Work Assignment | 1 ¥ Supervisor IV
Are You Changing Jo-An's Position?
Click To Enter New Position
Mew Position »
Transfer Information
D ‘Working Remotely
Organization Unit »
Direct Manager »

Compensation

Step And Grade Schedule -

Pay Grade »
Pay Step 3
Step And Grade Pay Rate 31.060000 »

Comment
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Garnishment Process

Agency HR receives order E E Approved E f:!ggjes A/P
from institution to garnish | = . . garnishment | = P processing
emblovee wages. This is . Agency HR enters Garnishment | = is uploaded . gross-to-net issues
ployee wages. s garnishment data f=»{ s filed in- * P ==»{ calculations & ==
reviewed with employee o into PR26 house = for payroll o foeds payment to
and prepared for inputin | = . processingin | & arnishment to institution
NH FIRST . = Verify against system data PR140 . & in AP20/52
E E . = AP520 process
& = that correct garnishment o
. . o Agency = amount is deducted in BOA o NH FIRST
Third Party/Agency d gency = Payroll Admin PR14 .
Key' Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
' in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST

The agency receives the garnishment order and it’s reviewed to What is the deadline when you must respond to the garnishment?

determine what type of garnishment it is (child support, tax levy, federal | |f a3 percentage of wages is to be collected, is it based on gross wages

loan etc), how much is owed, whom the payment gets remitted to. Once | or net wages? If gross, are any wages exempt from the calculation? If
the agency has examined the order the employee is notified, it is net, are any deductions exempt?

reviewed with him/her, and an expectation is set to when the

Is it an ongoing deduction ch as child ort) or is there a set
deductions will begin. S| going deduction (such as child support) or is s

amount that is owed?

Can you allow the employee to negotiate an amount that suits
him/her?

NH FIRST Role Call Who will perform these Garnishment Who will need to prepare to perform this step in NH FIRST?
tashs in NH FIRST?

M (A) Originator Requestor Agency HR

€ (B) 1st Approval BOA
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Agency HR enters garnishment data into PR26 n

ted States Employee Garnishment (PR26.1) - Windows Internet Explorer

@ - |g| https://dew. nhfirst. nh.gov/lawsonfpartalfinde:, aspxrsecurity=True

SENEISIENE 2]

File Edit Wiew Favorites

Tools

Help

{E Favorites

| g Lawson Portal - United States Employee Garnishment ... | |

E=3

G- B

[ @ ~ Page ~ Safety ~ Toals =

LAWS@N United States Employee Garnishment (PR26.1)
[+ naa |+ change | — peiete | 4 previous | 2 tnqure ] b et I toaure
[ o
I 59643 [

12345628 i

Inbasket ProcessFlow Integrater
User Lewvel Wark
Christopher Brantley

Time
Employee Self-Service

Payroll

Company

Employee

Christopher you are in data area HCMZOMNY [logout]

Related Forms ~

STATE OF MEW HAMPSHIRE

Case Number

FIPS Code |

File Number |

Description

Governing Tax Authority

|Federal Ea ey

| it

Type [+ Y Federal Tax Levy
Garnishment ] Arrears | Fees | Family | Tax Levy | Disposable Inc | Formula
Deduction | 2|

Amount or Percent

Addl or Minimum Amount, Percent

Original Balance

Balance Type

AP Company 10 Yendor
Remit To
Priority
Effective Date

Deduction Cycles

E—
—
—
|E

| &

| fd

N Subpriority [
@ - W
rrrrrrrrr

Monthly Limit

Exclude Amount

Balance Amount

il <+ Trusted sites -

Fo100% v




Absence/Leave Management

Leave Event

If FMLA: Run Leave

n Employee/ Eligibility Report Run

Manager report in S3 LP60 Request
Requests Change
LOA via : Relationship

Employee/ to
manager Agency HR Organization
Space Approval

Employee/Manager Agency HR

Enter hours
into S3 LP70
for FMLA plan

Approval

DOP

Leave Return

Request

Adjust dates

Change for
Relationship .
. employee if
applicable

Organization

Agency HR

Review Employee
resource record
dates for accuracy

DOP

Agency HR follow up with EE to track anticipated
return dates

o IR

Requires input
in NH FIRST

Rev. 10/2/2012

Online step in
NH FIRST

Requires online
approval in NH FIRST

Leave reason codes:
Educational

Military

Without pay

Family and Medical Leave Act

(FMLA) Other

Offline manual approval
process outside of NH FIRST

DRAFT — Subject to Change

Offline manual or hard copy
process outside of NH FIRST
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Employee/Manager requests LOA
via Employee $pace B

LAWSSN Itm ~

Chris Brantl

Brantley's Pre

At A Glance [ Print to File ¥ Work Assignments

Compensation No Data Available

Work Assignments

Personal Informati.

work Preferences

Talent Profile

~= Request Leave ¢ [ Print to File ¥ Leave Of Absence

AE = - Dare
No Data Available

Chris Brantley . est Lea

Brantle

“Reason [ WORLD TRAVEL 1| [woRrLD TRAVEL |

Type [PERSONAL 1| [Persenal ]

“Beginning Of Leave [ 08/31/2012 Lu)
*Estimated Return | 08/31/2013 (&)

Additional Information | argune the world in 360 days|

e T o | T 1
‘s start W 5 Moot of... < * L 2uch €l - ¥ 77 Lawson Portal - .. 7~ HR{

YT, =
; start [ @ < Microsoft oF... awson Rich €l crosol o [/ hitpsyfissonnh... [/ Lawson Portal - ... ] ¢ . _GHR_50... R M@ F14Pm

o
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If FMLA: Run Leave Eligibility Report

Bl

/= Lawson Portal - Employee Service Inquiry (LP60.1) - Windows Internet Explorer

O~ [ oo S e : vale :

Fle Edt View Favorkes Tools Heb

. Fvockes 8 Lawson Portal - Employee Service Inquiry (LP60.1) - R - = | - - o Safety ~ l’ods-

V Chnstopher you are in dau area HCMCONV 3 7 1
L AWS‘N Employee Service Inquiry (LP60.1)
(B8] 4« Frevious | 2 tnquire | b Neat B inquire -] ; :

| Related Forms ~
Inbasket ProcessFlow Integrator

User Level Work Company | Ifd STATE OF NEW HAMPSHIRE
Christopher Brantley Employee | onssiy DILLON, JANE A.
Thme -
Employee Sell-Service - Service Class ﬁ:—f,j FMLA ELIGIBILE HOURS

Totals |
Payroll o OR ServiceCode [
Date Range [Fmeaant () R )

404 SICK LEAVE USAGE 0509R012 800

20227 UsD

77



Agency HR Approval 6

Leave Of Absence

Options ¥  Related » D ®

® pelete [Doe, Martha
L Approve I
Reject |Requested '
Cancel Request [FMLA » ] IFMLA
Employee -
11092011 [&)
112132011 (&)
View Audit Log
11302011 (&)
View Full Audit Log
Reason
*Reason | VACATION » | [vacamion |

Additional Information

Narnnmentatinn
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Request Change Relationship to Organization

Request To Change Relationship To Crganization For

Related =

This request will be routed for approval; after it is approved this record will be updated

Effective Date =

Reason ’ P] ’

Position ’ TOLL ATTENDAMT I

pay Rate | 15240000 | [UsD |

Pay Rate Type ’ Hourly ]

Step And Grade Schedule ’AIBD l Pay Grade lg

Pay Step l? l

Enter Details Of Change To Relationship

*Relationship To Organization ’ C1 k ] ’ Classified FT Perm w/Ben ]

*Relationship Status ’Cl r] lclazzified FT Perm wy/Ben ]

Other

-
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Enter hours into LP70 for FMLA plan H

/= Lawson Portal - Manual Transactions by Employee (LP70.1) - Windows Internet Explorer

@ - |E| https:|/dew.nhfirst.nh. govflawsoniportalfindex. aspxrsecurity=True vl @ |E| |E| |E| ’E Goagle | |E|z|

Fil= Edit W%iew Favorites Tools Help

; »
lr Favorites [ eLawson Portal - Manual Transactions by Employee (LP.., l

- Christopher you are in data area HCMCOMY [lagout]
LAWS@N Manual Transactions by Employee (LP70.1) In70 - B e
B+ ndd |/ change | 4 previous | 2 tnquire | b Newe I tnaure Related Forms -

l @ ~ B =1 @ ~ Page = Safety = Tools =

Inbasket ProcessFlow Integrater

User Lewvel Wark

Christopher Brantley Company [ MR STATE OF MNEW HAMPSHIRE
Time Employee [5sg43 2] ABAIR, DORIS T,
Employee self-Service
Payroll Position To |
Struct Grp Amount Transaction Type Status
Tran Date Amount Type Description
[ |
| & | [ |
[l [ | o | &
I & I I
& ! | o | &
| & (N5 |
[T 2 & | S
| & (N5 |
[T 2 | | &
| & | (N5 |
[Tl [ | o | &
| & | M= |

| .@ | | | | o Trusted sites | - | -




DOP Approval 0

est To Change Relationship To Crganization For

Cptions = Related =

| ¥

This request will be routed for approval; after it is approved this record will be updated

Reason [ P] ’

Position [ TOLL ATTEMDAMNT I

Pay Rate | 15.240000 | [UsD |
Pay Rate Type | Hourly | .
Step And Grade Schedule | AL30 | pay Grade |9
Pay Step |7 |

Enter Details Of Change To Relationship

*Relationship To Crganization [ Cl L ] ’ Classified FT Perm w/Ben I

*Relationship Status [ cl » ] ’ Classified FT Perm w/Ben I

Other
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Leave Return: Request Change Relationship to

Organization [ & B

Request To Change Relationship To Organization For

Related =

This request will be routed for approval: after it is approved this record will be updated

Effective Date [ B l

Reason ’ P] ’

Position ’TOLL ATTEMDANT I

Pay Rate | 15.240000 | [UsD |

Pay Rate Type ’ Hourly ]

Step And Grade Schedule ’AIBU ] Pay Grade lg

Pay Step l? ]

Enter Details Of Change To Relationship

*Relationship To Organization ’Cl P] ’C|aEEifiEd FT Perm w/Ben

*Relationship Status ’Cl P] ’C|aEEifiEd FT Perm w/Ben

Other

-

10/2/2012 DRAFT — Subject to Change
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DOP Approval 0

est To Change Relationship To Crganization For

Cptions = Related =

| ¥

This request will be routed for approval; after it is approved this record will be updated

Reason [ P] ’

Position [ TOLL ATTEMDAMNT I

Pay Rate | 15.240000 | [UsD |
Pay Rate Type | Hourly | .
Step And Grade Schedule | AL30 | pay Grade |9
Pay Step |7 |

Enter Details Of Change To Relationship

*Relationship To Crganization [ Cl L ] ’ Classified FT Perm w/Ben I

*Relationship Status [ cl » ] ’ Classified FT Perm w/Ben I

Other

10/2/2012 DRAFT — Subject to Change



Worksheet: Absence Management

The employee or employee’s manger request leave via Employee Self Who in Agency HR runs the Leave Eligibility Report?
Service. If the request is for FMLA, Agency HR runs a Leave Eligibility
Report. If eligible, a request for Change Relationship to Organization is
sent to DOP. Hours are entered into the LP70 for FMLA. If approved by
DOP, employee status is changed to Leave, and Relationship to
Organization is updated.

Leave Event

M (A) Originator Requestor Employee/Manager
@ (B) 15t Level Approval Agency HR
M (B) Request Change Agency HR

Relationship to Org.

@ (C) 2@ Level Approval DOP

H (C) Employee status
updated/Relationship to Org changed DOP

Leave Return

M (B) Request Change Candidate
Relationship to Org.

@ (C) 3" Level Approval DOP

84
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Employee Termination

Agency

] FIRST Security :
: / access i.e. Time :
anager Agency : @ £rmail alert Management : Updated
requests GBBIOVES 5 to FOM @ . information
Term action action in & ﬁ: is sent to
in Manager Generalist E DOIT set up email . E NHRS
Space Space @\ address, network Email alert. sent
= DOP reviews Email alert security, phone to supervisor.
: and to DOIT service etc. ESSis now . BOA
= completes Ended .
*  final action :

** Standard employee security will be automatically terminated by FDM. **

FDM set up NH

DOP

Requires input
in NH FIRST

Online step in
NH FIRST

o

Voluntary or Involuntary Termination is input into NH FIRST in the same
manner. Your HR Administrator will determine which reason codes to use
depending on what type of termination it is. How will this change from your
current processes? How does your Agency receive the retirement
information today? Will this process be adjusted for entry into NH FIRST?

Requires online
approval in NH FIRST

Offline manual approval
process outside of NH FIRST

Offline manual or hard copy
process outside of NH FIRST

How, and by whom, is the manual approval process done today at your
agency? If your agency has an emergency termination what is the
escalation process you use to expedite the termination? How will this
affect your process in the future?

Online approvals will be used to move the termination from one approval to
another, how will your managers need to change processes to
accommodate this process?

How are notification to employees handled today? What is the process
and how is it recorded?

Do you use 1 paper form today for multiple items or multiple signatures?

M (A) Originator Requestor Manager/Agency HR

@ (B) 1t Level Approval DOP

10/2/2012
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Agency HR approves actio

in Generalist Space Ih

st To Terminate

tions = Related =

| »

This request will be routed for approval; after it is approved this record will be updated

Effective Date

!

Reason ’ Pl ’

Enter The Termination Information

Relationship To Organization ’ Cl b l

Relationship Status lCl b l

Termination Motice

Other
Adjusted Start Date | 08/24/2001 =)
Anniversary Date | 08/24/2001 E=l
Seniority Date | 08/24/2001 (=)

Termination Date

10/2/2012 DRAFT — Subject to Change
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DOP approves action 0

st To Terminate

tions = Related =

| »

This request will be routed for approval; after it is approved this record will be updated

Effective Date

!

Reason ’ Pl ’

Enter The Termination Information

Relationship To Organization ’ Cl b l

Relationship Status lCl b l

Termination Motice

Other
Adjusted Start Date | 08/24/2001 =)
Anniversary Date | 08/24/2001 =l
Seniority Date | 08/24/2001 (=)

Termination Date
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Employee Retirement

H Provides H H H
Intends to _E) Pension g DOP Submits E Agency HR E
Retire . Eligibility g paperwork to == follows E
65+ or . Counseling. = DOP reviews Agency HR a termination H
Medicare : NHRSSends | Review : process using | =
Eligible. . Pre App & H Health 5 reason coding g
Contacts : Creditable : Benefits : appropriate to :
NHRS g Years - Eligibility = retirement in .
H of Service to . (age/yrs . Generalist Space | = DOP Approves
3 I 5 5
Employee NHRS DOP Agency DOP
KGYZ . Requires input Online step in Requires online Offline manual approval Offline manual or hard copy
in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST

The process for Retirement is a component of the termination process
input into NH FIRST. The HR Administrator will use reason codes to
determine what type of termination it is.

How, and by whom, is the manual retirement process done today at
your agency?

Online approvals will be used to move the retirement process from
one approval to another, how will your managers need to change
processes to accommodate this?

Do you use 1 paper form today for multiple items or multiple
signatures?

M (A) Originator Requestor

Manager/Agency HR

@ (B) 15t Level Approval

10/2/2012

DOP
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gency HR requests Term action

in Generalist Space

Ny Steéf 0% - Ox%
optemn + G @ # change Nome  # Change PayRate R Promate TR Transter X Terminate v 0
Ny Stelt Behden Avd Srrnoieso Wy Orgericebee Yee Ny Crgovcetas Cree
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s Py Rste 3L06 S0
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§ o) Duds Lomp . Creploywwnt 1D 153 Perzent P T.00%
Perstny informatisn pantation Uskt Depl of Adewriviratier Svor  Wark Pheoe
Oita Avelinble s loratizn AS-Businec Office
— Qe Manage lewen dwwn
ok Peef.
® Dates & Service General
Pertameance
Bimndats 0O/ Hoeve Cauntry S
Apprmin Hatery Wew Spalersti  Camzenation Nitw Clmgen i hotie o T Stan Oee 12301580 Fatytonsng To Orpaeaatin Clasifed FT w BN
- Tears OF Serdce. 2830 Relatiorakiy ety Clawwted Artive Pl
1 Superviser IV E ay Time
Heery 5106 V50D Mozl Tr Adpasted Stadt Oute Wos fype SONH
~ J C
"“‘:I'::‘ “:': :r: Acdurted fears Of Serdce 00 Woerking Revotety Mo
A Pay e 0 5 .
fle Oure Avwiehle T T O D Lnrvversyry e Legacy Sl cawent Kby
Attnere
Torget Viriabie | 000 Work Preferencos Praforred Positicns
Ctawr 000 fee e i
Tetw docea Taget €00 Tewel  NOTAgpiiatie Posmon 1 v
.
Nanal
Falzcate  Not Azpiiable
("R ¥
Eequest To Terminate * ‘
Ogoors ~  Relved v @

TRE 0oguest with b 20400 10r 290003l 21TR0 It 15 20P00Wed this s ond el De P Cea

—
Fifective Date | > J

Rerpon ‘

Enley The Tessenaen hicrmabos

Feltiembp To Orgasation
Relstizrobis 2atnn 02 '

Terrenabion Nobice =

Carwent

10/2/2012

R A hiect to Change

Action Reaso De ptio bje

h astTerminate

5] |RET ELIGEO Retired eligible at age 60 HCMEmploye...
RET NO BEN Retired no benefits HCMEmploye...
RET W/BEN Retired with benefits HCMEmploye...
RETDISW/BMN Retired disability wy benefits HCMEmploye...
540 Accepted new job HCMEmploye...
TRM CAUSE Termination for cause HCMEmploye...
TRM DEATH Death of Employee '

HCMEmploye.. |

90




DOP approves action 0

This request will be routed for approval; after it is approved this record will be updated

Effective Date

Reason ’ '] ’

Enter The Termination Information

Relationship To Organization ’ Cl 4 ]

Relationship Status ’Cl ']

Termination Motice

Other
Adjusted Start Date | 08/24/2001 (&l
Anniversary Date | 08/24/2001 &)
Seniority Date | 08/24/2001 (&l

Termination Date

!IIIII‘I !I

10/2/2012

astTerminate
RET ELIGG0 Retired eligible at age 60 HCMEmploye...
RET NO BEN Retired no benefits HCMEmploye...
RET W/BEN Retired with benefits HCMEmploye...
RETDISW/BMN Retired disability wy benefits HCMEmploye...
540 Accepted new job HCMEmploye...
TRM CAUSE Termination for cause HCMEmploye...
TRM DEATH Death of Employee HCMEmploye... ;

DRAFT — Subject to Change

-
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Payroll Administration Section



Agency Payroll Cycle: Close of Period to Pay Day

THU @ 11:59PM F |S|S| M

TUE @ 7:00PM

Wed Thu

Fri

S|S Mon

Tue

w

Pay Period Ending
Time/Leave Input

Time/Leave Approval
& Pre-Audit of Time/Leave

Payroll Cycle: Agency Exception Processing + Pre Audit of Gross to Net

Payroll
Production +
Distribution of
Employee Pay

m Agency Time & Leave 1
Employees payroll system E
input time admin Pl uploads to . . . 1
@ e TEviEws e payroll Review & Correction process will be run 1
. & leave T @ 7:00PM multiple time until DAS runs final gross to net. .
Supervisory 1
3 Approval C E .
3 . . Payroll Agency Correct? issues -
: Ongoin Exception Exception Exception Admin Payroll ayroll to .
4 - incg Deduction . clr:an o Garnishment reviews Admin ::my lovee DAS 3
sency Changes pay X S 3 processing P . reviews > - updates 3
payroll X X Inputin inputs/ and .
: admin input in GHR* for employee exception 1st gross payments reports .
. PR39* in PR26* ik to neton 1
= processin ) to .
g 4 Register 3
. . g vendors C
* Ongoing Payroll Processes  * DAS ce‘;t/{gjls
] detailed on next pages. F runs SIS pay
: . Gross |&=——— | cenpel .
E E o N Admin Direct 3
: . PR140 inputs Deposit E
g E rrections ACH File 3
5 s j 02 pumm 5 | i
] . +5 L
Period End +1 +4 Time Card Upload Pay Day -9 Pay Day -8 Pay Day -7 P-4 P-3 -2 -1 F
Key' equires inpu nline step in equires online ine manual approva ine manual or hard copy
Requires input Onli tep i Requi li Offli | | Offli | or hard
) in NH FIRST NH FIRST approval in NH FIRST process outside of NH FIRST process outside of NH FIRST
10/2/2012 DRAFT — Subject to Change



Current
GHRS

Current
GHRS

NH FIRST

NH FIRST

Agency Payroll Cycle: GHRS/NH FIRST Deadlines

Black Circles refer to points on Process Map

Cycle/Purpose Period Closed Cycle Processing Pay Day _

Biweekly Payroll
Gross-to-Net Payroll Production for
Employees Executive, Judicial & Legislative

Every other
Thursday

Supplemental Payroll Same as above
For Corrections & Additions

Off-Cycle Gross-to-Net Production Runs

Preliminary Payroll Same as above
Gross-to-Net
for Calculations

Executive, Judicial & Legislative

NOTE: a preliminary run uses payroll data
input to calculate results but does not
produce actual payments. Correction require
no void/reissue steps.

Biweekly Payroll Same as above
Gross-to-Net Payroll Production for

Employees Executive, Judicial & Legislative

Friday, 8 days following
Period Closed

2 off-cycle runs:
Monday & Tuesday
11/12 days following
Period Close — 3/4 days
following full payroll.

2]

6 off-cycle runs:

Twice per day for 4
business days days prior
to Gross-to-Net Payroll
Production

Beginning on
Wednesday 6 days after
Period Close:
Wednesday +6,
Thursday +7, Friday +8

©

Monday, 11 days
following Period Close —
4 days prior to Pay Day

Friday, 15 days
following Period Close

Same as above

Friday, 15 days
following Period Close

o

Same as above

Used to identify results
to be produce in
Payroll Production and
to input corrections
and additions prior to
final Payroll Production
cycle



Employees input time & leave
In NH FIRST Time Management

| Pt view | Sutmet | Sctmiit oot i | et | Vabdotr | Sorcatsbmet View | Covr tast Pay Voot | Seset 18 I | Sove |

B oers o Nsena

= |
View: Pay Pescd ~w <] 24402012 to 20-Sep-201Z & L
Date Howurs Dally Tot ol Pay Coda * Coerunent Pay Caoaode Pay Step l.w—-nlmyﬁ Cost Conter Deflote

oM tiﬁ 29 Zop 2012 000 - O ~ - ~ . |
0 +lse ssamgamz 0.00 ~ o= ~ ~ ~ .|

PN slse eacciomz 2000 2w REGULAR PAY ~ s ~ ~ ~ -
W +lron 27 agomz 0.00 - =} ~ - - -
SO o] ree 22agonz 0.00 ~ o= ~ - ~ -
L0 +|wedsag20i2 2400 24.00 BEGULAR PAY ~ = ~ - - -
8+ ™ oagam: o000 ~ | -~ ~ - -
P sl 3nnag2oz 000 - S° ~ - ~ |
5P 5w 1502012 2600 2400 REGULAR PAY ~ = ~ ~ ~ -
P sjsn 2sec2012 0.00 ~ L | ~ - - -
_'Aﬂ_ﬂlf"-f‘ - 201 000 ~ -} ~ - ~ -
ISP sftee aseproiz 2400 290 REGULAR PAY - L= ~ - - O
TP +lwed ssep 2012 .00 ~ o= ~ -~ -
5+ vy sSepzm2 0.00 ~ s ~ - -
T8 i 75ec2012 2000 24.00 REGULAR Py ~ = ~ - - |
P oo 22ec20n2 000 ~ o ~ ~ ~ O
P +lsen 9ses2012 0.00 - =) ~ - - -
GO +lron 10%p 2012 2600 2400 REGULAR PAY -~ Lo - - -~ -
2 “ _'J Tomw 12 Sep 2012 000 - Q ~ - ~ .
TP+ wed 12 Sep 2082 0.00 ~ = ~ - - ]
S8 ol 13%p2m2 2400 240 REGULAR PAY - o -~ - - -
P ¢+l t4Sep20n2 0.00 ~ L= ~ - - O
P olse 15%ep2012 000 -~ = - v - -
0 slse 1esepz012 26000 2400 | REGULAR PAY ~ = -~ - - =
TP ¢l Mon 17 %0 2012 000 - o=} ~ - ~ -
P o ree 18Sep 2012 0.00 - o= - - - o
TP »] wed 195002012 2000 24.00 REGULAR Py - o= ~ - - ]
iam 400 COMPENSATION EARNED AT 1 S ~ oo ~ ~ - =
[ n o] Thes 20 Sep 2012 00D ~ O ~ ~ ~ -

Totak 1600

10/2/2012 DRAFT — Subject to Change



Agency Payroll Admin reviews time & leave

: https:fnhfirst. lbi.nh.gowv. GETLISTREEFSSESSIONKEY =6w4BQThEBkQt0sbR3q8GsY b jumr=falsefLIS - Windows Internet Explorer,
Time FManagement - Time Management Reports welcome, Christopher.L.Brantley

1- 21 of21
all | Delete | | Add to Faverites | | <View Options> ~
History @ Report Mame Description Report Type | Output Typ
Favarites [T Cost Center and Activity Report  [History] Cost Center and Activity Report.rpt RPT HLD
Unsubscribed Email [ Garcia Pay Summary  [Histary] Garcia Pay Surnrmary - Excel format RPT HLD
Accounts Payable

[T Grade and Step  [History] Provides excel spreadsheet showing Grade and Step ..., RPT HLD
Accounts Receivable ) )

[T Hours Classification Summary For Trooper  [Histary] Report to provide a surmmary of hours by activity c ... RFT FDF
Administrative Office of the Courts

) o ﬁ [ Leave Balances [History] Produces listing of employees with leave balances, ... RPT wLS
Affinity “alidation
Agency APG Reports [T Leawve Regquest Calendar [Histery] Produces a month, in calendar forrnat, of the leave ... RET RPT
all Funds Expenditure Reports [T Leawe Regquest Calendar (no drill-down)  [History] Produces a month, in calendar format, of the leave ... RPT PCF
Budget Request - Agency Phase [T Owverride Exception  [History] Feport on Cwerrides only RFT POF
Budget Request - FDM Reports [T Pay Status by Supervisor  [History] Fay Status by Supervisor RFT FOF
Budget Request - Governor Phase [~ Pay Status by Supervisor - Excel  [Histar Pay Status by Supervisor - Excel forrat RPT HLD
¥ ¥ P ]

Budget Request - Legislative Phase [T Positive Pay Employees - Time Reported  [History] Positive Pay Employees - Time Reported RPT HLD
Budget Request - Prior Agency Phase 2010 .

[T Proxies Report  [History] Report of Proxies for TM RPT HLD
Budgeting

[T State Traffic activity Summation  [History] Report to provide surnrnary of State Police traffic.... RPT PDF
Cash Books

) ) . [ Time sdpprovers and Employees  [History] List hizrarchy of Time approvers and those whose | ..., RPT PDF

Detail Transaction Register
Ewfracts [ Time Extract with CREF# and Module  [Histary] Fire Standards Bur/Div 2370 tirme extrack RPT wLS
FCLG Reports Time Surmmary by Supervisor  [History] Agency Report of Time Surmmary by Supervisor RPT POF
FDM Reports I Time Summary by Supervisor - Paycode Option  [History] Pay Code Selection Option for Agency Time Surnrmary ... RFT FOF
FOM Tools - | Time Summary by Supervisor - Paycode Option - Excel  [History] Time Surnrnary by Supervisor - Paycode Option - Exce ... RPT %LD
FOM Validation I~ Time Summary by Supervisor - Workers Cormp [Histary] workers Comp listing, RPT HLD
General Ledger Time Summary Report  [Histary] Pay Code Hours by Day per Ermployes by Supervizar, ... RPT POF
Grant Management L .

[T Traffic Activity Summation For Trooper  [History] Provides a sumnrmary report of traffic activities fo ..., RPT POF
Interfaces
Mock Fiscal Year Close
Outhound Extracts
Payroll Interfaces
Process Flow
Purchasing
Reference ’




Exception Deduction changes input in PR39

/= Lawson Portal - One Time Deduction (PR39.1) - Windows Internet Explorer

Gg;q - |E| https:/idew.nhfirst. nh.govflawsonfportaliinde:, aspx?security=True Vl % |E| |£| |£| ,E Google | |E|z|

File Edit W%iew Favorites Tools Help

n — H »
. Fawvorites [@Lawson Portal - ©ne Time Deduction (PR.39, 1) l l : ﬁ < =1 @ - Page ~ Safety » Tools -

- Christapher you are in data area HCMCOMNY [logour]
I AWS@N One Time Deduction (PR39.1) ras ®- B e
| Related Forms -
Inbasket ProcessFlow Integrater

User Lewvel Wark Company | 10 @ STATE OF MNEW HAMPSHIRE
Christopher Brantley Empluyee I—la

Time Position To | 42 3023

Employee Self-Service

Payroll Chk Payment

Employe y Amount Status Grp Priority Description

[T zofd [ao17 7 | 1300 fosmizoz (3] fe o] [ [zl [TEaMSTRS
FEE Mo Payrnent Arrears R

[T afd  Jaom Y | =000 [eemieeiz [ [c[] r [EJE] [FMoPRETS
FEE Mo Payrnent Arrears R

[ Pl lanos [ | zeo.0s w4 o[z I B [FrmosTATE
FEE Mo Payrnent Arrears R

=T 3104 [0z B | 1752 [enuzez [ [c[+] r [z =1 [pENSTATE
FEE MO Payrnent Arrears TR

[ =Pl Tempg B 45 elmieoz [y [c7] r [z =] JLFeL
FEE MO Payrnent Arrears TR

[zl 31 [es0e 4 | w00 ez [y Jol] r E3E| [oTowL
*EE Lo Payrnent Arrears R

[ =7 [oos 4 sn00  JeeniEmz (] fo[o] r 5] [PosPRET
*EE Lo Payrnent Arrears R

[T 4z [zo0e B | ses.03  |meinifzoiz (5] o[ I z[=] [possTATE
*EE o Payment Arrears FR¥

@ " Trusted sites & - FA00% v




Exception pay change input in GHR

(= Lawson Portal - Detail Time Entry (PR35.2) - Windows Internet Explorer

@ L 4 |E| https://dew.nbfirst. nh, govflawsonfportalfinde: aspxrsecurity=True Vl J |E| |‘_1'| |£| ,,_' Google

File Edit Wiew Favorites Tools  Help

. ) B b4
3¢ Favorites [ﬁLawsonPortal-DetailTimeEntry(PRas.z) l ] © v BEJ 0 [0 p= - Page v Safety v Tools -

P Christopher you are in data area HCMCOMNY [logout]
LAWS &N oetail Time Entry (Pr35.2)
[ ]+ add ]2 change [ 4 provious |2 tnaurc ] b rexe J naurc ] Reloted rorms -
Inbasket ProcessFlow Integrater

User Lewvel wWark Company I 10 @ STATE OF MNEVW HAMPSHIRE

Christepher Brantley Batch | 125 @ | Time Record Comments | Payment Comments

Time Employee | 59643 [y

Employee self-Service

Payroll

Pay P
Hours Code Job Code G
NGl so0 1o fdorosos  poseeoie 3] T s N R R
[T I & & Ky I I rgrearg s
=l I & | (1] @rar r orgrgra r#
=l I & & (] @rar r orgrgra r#
=l I & & (i @rar r o rgrgra ra
&I [ 2| & i Brar r rgrgrg r=
=l I & & (i @rar r orgrgra r#
=l I & & (i @rar r rgrgra ra
[l I 2| £ Ky I T THTETE T
=l I & & (i Erar r rargra ra
Work ] Expenses l Additional Information l User Analysis l
Process PR Acct 0OC Ent W State/
Level Dept Nbr Group Nbr Grp Provy Location Units
Josson B4 feero B | ) T |t [as7030 Mo

| 4| | | | | Trusted sites L dm v W00 v




Exception Garnishment processing for
loyee in PR26

{= Lawson Portal - United States Employee Garnishment (PR26.1) - Windows Internet Explorer

~] %|E“§“E| [29 coogie

@r - |g| https:jjdeyv . nbfirst,nh, gov/lavwsonportalfinde:x, aspxe?security =Trus

File Edit Wiew Favorites Tools Help
" i = E >
5.r Favorites | & Lawson Portal - United States Employee Garnishment ... | | H ﬁ < =1 @ T Page v Safety ~ Tools -
Christopher you are in data area HCMCOMNY [logor]

LAWS&®N

Inbasket ProcessFlow Integrater
User Lewvel Work
Christopher Brantley
Time

Employee Self-Service

Payroll

United States Employee Garnishment (PR26.1)

5 naa |~ change | — peiete | {_Previous | Z_toaure | b ewt I _toaure ]
Company | 10 Q

Employee [ 1os749 (Y

Case Number |

d

File Number |

B e
Related Forms ~

przg

STATE OF MEW HAMPSHIRE

FIPS Code |

Description |

Governing Tax Authority | @

Type [0

Garnishment ] Arrears I Fees | Family |

Tax Levy | Disposable Inc

| Formula |

Deduction

Amount or Percent

Addl or Minimum Amount, Percent
Original Balance
Balance Type
VYendor

Remit To

AP Company

Priority
Effective Date

Deduction Cycles

I |

——
—
—

&l

[ et

I &

-

I v |
rrrrrrrrr

Monthly Limit |
Exclude Amount |

Balance Amount |

Subpriority [

Field is required

: " Trusted sites ¥ o+ W 100% T
£




Agency Payroll Admin reviews inputs/exception processing

awson Portal - Missing Time Records (PR136) - Windows Internet Explorer

@ - |g| https:fidew, nhfirst.nhogovlawsonfporkalfinde:s:, aspx?security=True V| % |§| |§| |Z| E Google

File  Edit Wiew Favorites Tools  Help

— 5 2

5l Favorites | & Lawson Portal - Missing Time Records (PR136) | | ﬁ b = @ ~ Page - Safety ~ Tools -

3 Christopher you are in data area HCMCORY [log o]
LAVWVVS @I  missing Time Records (PR136)
[T+ nad [~ change | — petete | {_rreviows | 2 tnqure | b e I traure ] Reloted Forms -
Inbasket ProcessFlow Integrater

User Level Work, [ Submit | [ reports | [ obsched | [ print Mgr
Christapher Brantley Job Name Il—@

Time - Job Description |
Employee Self-Service User Name [cbrantle (Y Christopher Brantley
Payroll Data Area/ID HCMIOMNY
- Parameters
Selection ] Create Time Record |
Company [ £
Processing Group |—@ Process Level I—@ Plan Code I—@
UserLevel [ @ Department [ 4
Employee Group [ [ Employee | M- ]
Exclude or Include I—EI status | A A A A M M M B o /&
— Time Record Status — Pay Frequency
Batch [ 7] Future | [-] Current [ [-] weekly | -] Biweekly [ -]
Semimonthly [ [+] Monthly [ [+]
Four Weekly [ []
PayCodes [ @ @ @ o W @ o @ o @
Employee Sequence [ -]

Done +/ Trusted sites o+ Wmaoow v




DAS runs Gross-to-Net PR140

on Portal - Earnings and Dedu n [PR140) - Windows Internet Explorer

g@ - |g| https:jfdeyv . nbfirst, nh, gov/lavwsonportalfinde:x, aspxefsecurity =Trues Vl % |E| |T_f| |£| |=:] Google | |P s |

: File Edit View Favorites Tools  Help

o >
S.p Favorites | g Lawson Partal - Earnings and Deductions Calculation (.. | |

ﬁ < = @ - Page -~ Safety = Tools -

o3 Christopher you are in dara area HCMC QMY [logout]
LAWS@N Earnings and Deductions Calculation (PR140)
[~ [+ add [~ Change [ — Delete | ¢ Previous [ 2 inquire | b Next QI inquire -
Inbasket ProcessFlow Integrater

User Lewvel Wark | Reports | | Job Sched | Print Mgr
Christopher Brantley Job Mame IGTN91812 E

Time Job Description  [cross ko Met 9j18/12

Employee Self-Service User Mame  [chrantle fd cChristopher Brantley
Payroll Data Area/ID HCMCOMYW

- Parameters

Selection ] More

Company I 10 @ STATE OF MNEW HAMPSHIRE
Processing Group | 7
Process Level Iggzgg @ EXECUTIVE BRAMCH

Payment Date |09113;2012

Deduction Cycle [1 [-]

Error Time Records [y [~] fes

Print Error Records [y [~] Mo
Rerun [y [~] Mo

Report Only  [f[-] Yes

Bypass Employee Errors |y [+] {e]
Delete Error Time Records ﬁE] (el

" Trusted sites - F100%:




DAS runs Gross-to-Net PR140 ﬂ

on Portal - Earnings and Dedu n [PR140) - Windows Internet Explorer

g@ - |g| https:jfdeyv . nbfirst, nh, gov/lavwsonportalfinde:x, aspxefsecurity =Trues Vl % |E| |T_f| |£| |=:] Google | |P s |

: File Edit View Favorites Tools  Help

o >
S.p Favorites | g Lawson Partal - Earnings and Deductions Calculation (.. | |

ﬁ < = @ - Page -~ Safety = Tools -

o3 Christopher you are in dara area HCMC QMY [logout]
LAWS@N Earnings and Deductions Calculation (PR140)
[~ [+ add [~ Change [ — Delete | ¢ Previous [ 2 inquire | b Next QI inquire -
Inbasket ProcessFlow Integrater

User Lewvel Wark | Reports | | Job Sched | Print Mgr
Christopher Brantley Job Mame IGTN91812 E

Time Job Description  [cross ko Met 9j18/12

Employee Self-Service User Mame  [chrantle fd cChristopher Brantley
Payroll Data Area/ID HCMCOMYW

- Parameters

Selection ] More

Company I 10 @ STATE OF MNEW HAMPSHIRE
Processing Group | 7
Process Level Iggzgg @ EXECUTIVE BRAMCH

Payment Date |09113;2012

Deduction Cycle [1 [-]

Error Time Records [y [~] fes

Print Error Records [y [~] Mo
Rerun [y [~] Mo

Report Only  [f[-] Yes

Bypass Employee Errors |y [+] {e]
Delete Error Time Records ﬁE] (el

" Trusted sites - | S




Agency Payroll Admin inputs corrections

/= Lawson Portal - Time Record Entry (PR36.1) - Windows Internet Explorer |:||E||§|

G;‘\@ - |E| https:/idew.nhfirst. nh.govflawsonfportaliinde:, aspx?security=True Vl @ |E| |£| |£| ,?l Google | |E|z|

i File Edit Wiew Favorites Tools  Help

irg“' Faworites [eLawson Portal - Time Record Enkry (PR36.1) l l ﬁ < =1 @ - Page ~ Safety » Tools -

- Christapher you are in data area HCMCOMNY [logour]
LAVVS@ N timerecord Entry (PR36.1)
[ ]+ add |~ Chonge | 4_Previous | 2_tnqure | b et Jl naure ] Related Forms -

3

Inbasket ProcessFlow Integrater

User Level Work Company I 10 @ STATE OF MEW HAMPSHIRE
Christopher Brantley Empluyee IW@
Time Status [a[+] all

Employee Self-Service

[STATE OF MEW HAMPSHIRE |

=]
Payroll Hours Job Code G
e & I &4 & IS 2 I I T
[ & I & & a rar r rgargrg@ r#
=T & I & & = rar r rargara rs
[ & I & & a rar r rgargrg@ r#
=T & I | & g rar r rargara rs
[T 2| I & 2| a rar r rgrarg r#
=T & I | & g rar r rargara rs
=T & I & & = rar r rargara rs
SN 2| I & 2| g rar r rararg r#
=T & I & & = rar r rargara rs
S 2| I & 2| e rer T TErdErdg rs
Work ] Expenses J Additional Information J User Analysis ]
Process PR Acct 0OC Ent WC State/
Level Dept Mbr Group Nbr Grp Prov Location Units
| et | o | & I & ™ I |

Inguiry Complste ~ ~ DA . P A @ " Trusted sites & - ) n0% v




DAS runs FINAL Gross-to-Net [E3

awson Portal - Earnings and Deductions Calculation (PR140) - Windows Internet Explorer

G\\T;} - |g| https: dev.nhfirst.nh.gov/lawsonportaliindes, asp=?security=Trus Vl @ |E| |E| |E|

: File Edit wiew Favorites  Tools  Help

Eoogle | |E|Z|

o ] >
. Favorites | @ Lawson Portal - Earnings and Deductions Calculation ... | |

ﬁ - = @ - Page ~ Safety » Tools -

3 Christopher you are in data area HCMCOMNY [logaut]
LAWVVS @I ctarnines and beductions Calculation (PR140)
> [+ add |~ Chonge | — pelete [ 4_previous | 2 inaure ] b nexe N inaure ]
Inbasket ProcessFlow Integrater

User Level Work | Reports | | Job Sched | Print Mgr
Christopher Brantley Job Mame I—GTN91812 @

Time Job Description  |Gross ko MNet 2718712

Employee Self-Service User Mame chrantle Q Christopher Brantley
Payroll Data Area/ID HCMCOMNY

- Parameters

Selection ] More

Company | 1004 STATE OF MEW HAMPSHIRE
Processing Group | 7
Process Level | 7
Payment Date | m

Deduction Cycle [; [-]

Error Time Records |v_E| es
Print Error Records FE] Yes
Rerun [y [~] es
Report Only [i[~] Mo
Bypass Employee Errors ﬁE] Mo
Delete Error Time Records ﬁE] (el
- . . - [# < Trusted sites Sy v Hioow -

a
n Portal - Earni... I F int ... "(_ i~}



DAS issues payroll to employee and ﬂ
payments to vendors

N Charlene you are in data area HCMIT [logout]

LAWS . Payment Print (PR160) — €~
N —
| » |+ add [+ change | — Delete [ 4 Previous | 2 1nquire [ ) next I i Related Forms -

[ absded | [ amrier ]
Job Name || 7

Job Description |

User Name |.;.;|EWE fi] Charlene Devoe

Data Area/ID HCMIT

- Parameters
Company | 1Y Print Hourly Rate [ [7]
Process Level [ Print Accrual Plan | [+
Processing Group [ { Bank Code [ {
Comments |
Report Option [ [+
I ([ PaymentPrint | LaserPrint |  Checks&Receipts | ACH | Rerun |
Starting Payment [ Starting Receipt [ [
Report Sequence [ [+ Employee Seq [ [
Prenotification [ [-] Tape Date [ [

Include Retro Pension [y [-] MNo
Summarize Earnings EE| Pay Surmmary Group Description
Payment Address [1[-| Home

10/2/2012 DRAFT — Subject to Change 105



DAS updates payroll reports ﬂ

N Charlene you are in data are

LAWS Invoice Interface (AP520) . ap520
(> [+ ada [+ cChange | — beiete | 4 Previous [ 2 tnquire [ b niext N tnauire I

s ] [ sepes ]
Job NHame IAPEZCICGDAP £

Job Description [ap test

User Nama cheuoe f Charlene Devoe

Data Area/ID HCMIT

- Parameters
Company [ 10FY
Batch [ f4
Authority Code |[pay Payroll Interface
I Report Option [o[~] Detail
Vendor Sequence HE Vendor Mumber
Invoice Status [ [] All
Update [v[] Yes
Update Tax System [y [7] Yes
Update Vendor Balance [i[z] Mo
Last Year Ending Date | [
Include Invoices in Error [i[~] Mo
List Comment Conversion Data [n[] Mo
Comment Sequence Break [[~] Mo

10/2/2012 DRAFT — Subject to Change
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General Ledger Payroll Expense accounting
Labor Cost/Expense Distribution

e Every State position in GHRS is assighed a home accounting unit based on
the appropriation containing the position in the state budget.

* Agencies routinely need to distribute payroll expenses to other accounting
units in the GL.

* Using GHRS, the state has relied on a few methods to accomplish this:

— Rely on employee reporting and have the back office manually input
accounting overrides each payroll cycle for pay events related to alternate
accounts — employees have no access to GHRS

— Rely on employee reporting and set up unique GHRS pay codes for manual
input by back office whereby the pay code is configured with alternate
accounting details — eliminates need for intensive overrides but still requires
manual input

— Rely on employee reporting, process payroll with expenses posted to the
home accounts, and then use employee reporting to process transfers of
expenses in GL after the payroll cycle — sometimes the post-payroll back office
accounting is a rapid cycle and sometimes it lags quite a while.

 Lawson offers a more versatile set of methods by which agencies can
distribute payroll expenses while also maintaining discrete controls at
multiple levels.




. . A HR/P Admi
Process to Determine Correct Method for Agency GL Overrides to Payroll “ gency HR/P Admin

Is GL
override
fixed for
Calendar
or Fiscal
Year?

Change the Default GL
for Payroll Accounting
to Position or EE

Back Office
1:1 — Budget: GL

1. Position Default:
Rely on
NH FIRST
(Position)

2. Employee Default:
Rely on
NH FIRST
GHR (Employee)

LN aVieWieYaYi Ko

Does the
payroll
require
different
rate or
GL?

DAS—-DOP —BOA

ﬂ Employee/Manager
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Coded
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override
very
rare?

Process a GL40
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Back Office
Correction

6. Adjusting Entry:
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NH FIRST
GL40
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Position Default %

Does the payroll require different rate or GL?

th o urty=Te Aa|E s x (2 (2]~
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Pay Code Override H

Is GL override fixed for Calendar or Fiscal Year?

awson Portal - Pay Code (PR20.4) - Windows Internet Explorer
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Batch Time Entry%

Does EE Report Hours Coded for GL?

on Portal - Detail Time Entry (PR35.2) - Windows Internet Explarer
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Position Distribution

Is GL override an ongoing % split?

yroll Distribution
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Adjusting Entry B

Is a GL override very rare?

> Lawson Portal - Journal Entry (GL40.1) - Windows Internet Explorer
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